























DEPENDABILITY 


\* EASE OF OPERATION 
" EXTRA FEATUpES 
* LOW cosy 


Smith-Corona ADDING MACHINE 


Known for its rugged construction Get the complete story of 
and trouble-free operation, the Smith-Corona dependability. 
Smith-Corona Adding Machine See your Smith-Corona dealer 
gives you features you’d expect to today! 

find only on machines costing far 


more! SMITH-CORONA CASHIER 


Colorspeed Keyboard quickens 
finger action . . . Error Control cor- = 
rects mistakes instantly before 
adding . . . Clear Signal guards 
against including unwanted figures 

. Instant Tape-Eject shoots out 
the used tape with a flip of your 
finger. 


* Price for all states permitting Fair Trade 
Lows. Subject to change. Tox extra. 














L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory and offices, Toronto, Ontario. 
Makers also of famous Smith-Corona Office and Portable Typewriters, Cashiers, Vivid Duplicate s, Ribbons and Carbons. 
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Make Your Own Ruled Forms 


These hands are preparing 
the stencil for a ruled form. 
With the new A. B. Dick 
Mimeoscope® illuminated 
drawing board, you can do 
this easily and quickly in 
your own office... make 
new forms the moment they 
are needed. 

Then with MODERN 
mimeographing you can 


For more information and samples of mim- 
eographed ruled forms simply mail the cou- 
Dick mimeograph 


pon below. All A. B 


produce these forms—tens 
or thousands of sharp black 
on white copies—at speeds 
— 180 per minute. Other 
plus features of MODERN 
mimeographing include 
duplicating on al- 


| 
most every kind Z.% 
of paper and Jl 
card stock. 
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products are for use with all makes of suit- 
able stencil duplicating products. 
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A-B-DICK 


THE FIRST NAME IN MIMEOGRAPHING 
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A. B. DICK COMPANY, Dept. 0-252 
5700 W. Touhy Avenue, Chicago 31, Illinois 


At no obligation, please send me: ( Samples of ruled 
forms and catalog of new A. B. Dick illuminated draw- 
ing board 0 Information about A. B. Dick mimeographs 


Name _ - 
Organization. 
Address 

City 


Position__ 








King Colton * 


YOUR RECORDS e 


e All Parsons papers and cards are made with new 
cotton fibers. No old, worn rags, with their wear-weakened 


a 


fibers are used. In the white Parsons papers and cards 


nothing but new white cotton is used so that strong chemicals 
won’t have to be employed to remove the dyes. Precise controls 
on processing and sheet-by-sheet inspection assures Parsons 


Greater Efficiency with Parsons Papers 


Parsons works closely with manufac- 
turers of bookkeeping equipment so that 
the machine, the ink and the paper match 
‘for perfect performance. The special no- 
glare surface makes these papers easier to 
work on and to read. Erasing by rubber, 
scratcher or chemicals leaves a smooth 
surface the same color. Cards and sheets 
fare solid, not pasted together, so they 
can’t split. 

In both cards and sheets you can get a 
wide variety of weights, sizes and colors. 
You can have the convenience and effi- 
ciency of “color-control”® because there 
are matching colors in both cards and 
sheets. You can select the most economi- 
Cal grade of paper for each purpose be- 


PARSONS PAPER COMPANY 
Department 2G 
Holyoke, Massachusetts 


NAME 


ORGANIZATION 
OR COMPANY 


STREET 


CITY OR TOWN 


= =O. Oe Se. @ 6 2 16> 6°O Oe. eo Se B.C OOO aE Oe Ss Oo. .e OS OO 


(please print) 


constant high standard of quality. 


cause Parsons offers paper and cards in 
100% cotton fiber, 75% cotton, 50% and 
25%. 


Helpful FREE Booklet . . . 


New booklet called “Papers and Index 
Cards that Wear Better and Last Longer” 
will tell you: 


1. How to buy forms economically. 


2. How to decide which classes of records 


should go on the various grades of paper 
or card. 

. The differences between manufacturing 
methods and materials in high grade and 
ordinary ledger papers and index cards. 


SEND FOR YOUR ©PPC, 1952 
FREE COPY TODAY! 


Please send me without cost or obligation your new booklet on selecting 
the right record-keeping paper or card tor each job. 


STATE 


oS 6b Sere OA AS 6 2; OS S74. 2 SS 
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SMALL office or plant employing 
but a few people has little need to 
put either its policies or its proced- 
ures in written form. The top man runs 
the business, teaches new employees and 
supervises all operations. As the plant 
or office expands, there develops need 
to examine operations of larger groups 
to determine the best operational 
methods. It is necessary to put approv- 
ed methods into written form so that 
operations can be carried out consist- 
ently and in accordance with established 
policies. Further expansion is then 
easier—new employees can be trained 
by use of the written procedures, super- 
Visors can instruct new employees 
and observe the work of large 
groups without relying solely on mem- 
ory, subordinate groups with new super- 
visors can be established with the as- 
surance that the operations will be car- 
ried out uniformly and in accordance 
with policy. Turnover of employees, 
including supervisors, can take place 
without disrupting operations or meth- 
ods of doing things. 
The need for written instructions and 
statements of policy becomes greater as 
further expansion requires the setting- 


A Plan 
For Better 
Written 


M. F. T. ALLSMAN 


Assistant Director, Office Methods Division, 
Department of the Navy, Washington, D. C. 


up of subordinate offices or plants in 
other geographical locations. Top man- 
agement has to rely on written direc- 
tives to get improved methods and poli- 
cies to all levels of the organization. 
Research is used to improve methods 
and products; specialists are engaged 
to develop new methods; and other 
specialists are employed to assist in 
installing approved methods and_ to 
train employees in the various organi- 
zations. Inspections and administrative 
audits are conducted as expansion fur- 
ther complicates the operations. Changes 
and improvements are frequent and it 
is necessary to get the word quickly 
to subordinate groups. As a result, the 
volume of directives increases. The 
complexity of the content of the direc- 
tives also increases in direct relation 
to the size and complexity of the opera- 
tions. 

There are many large-scale operations 
today in private industry and in govern- 
ment—operations which are so large 
that top management itself has expand- 
ed into sizable groups, with similar 
large staffs in related areas. No one 
person at the top level—no one person 
at a major subordinate level—ean ac- 
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tually know all angles of policy or be 
the final authority on all methods. This 
knowledge is contained in a group of 
specialists and is disseminated through- 
out an organization by a mass of writ- 
ten directives, instructions, manuals and 
handbooks. Changes in policy or pro- 
gram emphasis and the addition of new 
programs make it necessary not only 
to change and revise existing directives 
but also to add many new ones. 
Directives-contain the policies and in- 
structions for conducting the official 
business of an organization. The direc- 
tives system is the manner of preparing, 
issuing and maintaining the current di- 
rectives. Top management today does 
not dispute the need for written direc- 
tives. However, the systems used for 
issuing directives—revising them, adding 
new ones, canceling obsolete ones, keep- 
ing them current—have not been im- 
proved to the extent that operations, 
methods and products have been im- 
proved. Using outdated systems for 
issuing directives covering modern busi- 
ness operations is like using a pony 
express to transport the atom bomb. 


It is the responsibility of top manage- 
ment to see that the system used to 
issue directives is as up-to-date as the 
content of the directives issued in the 


system. Nevertheless there are many 
inadequate systems now in use. In the 
mass of directives required to set forth 
the policies and instructions of a com- 
plex operation today, there are many 
directives which are obsolete, which may 
overlap, many which are in conflict. 
Furthermore, adequate discrimination 
has not been given to the distribution 
of directives, with the result that 
subordinate groups receive the mass of 
directives which are in varying degrees 
obsolete, overlapping and conflicting, 
and which apply to all operations of the 
organization. Instead those subordinate 
groups should receive a select set of 
directives affecting their operations; 
directives free from overlapping and 
conflict and yet current at all times. 
The reason that improvements in the 
systems for issuing directives have not 
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kept pace with improved products and 
methods is that research and specializa- 
tion in this area have not kept pace 
with operations. Top management to- 
day looks for and uses specialists, but 
there are few specialists in systems for 
directives. Top management has un- 
doubtedly experienced the need for im- 
provements in systems for issuing their 
directives. Various methods have been 
tried, but there is a dearth of material 
in this area and few people have made 
an objective study to develop a good 
system, then tested such a system, made 
improvements while it was being op- 
erated and finally documented their 
findings for use by other organizations. 

Various organizations are faced with 
the problem of carrying out operations 
at all levels .with adequate directives: 

1. Too much material is issued to 
subordinate groups which does not relate 
to the operations carried out by specific 
groups. Unnecessary time of top of- 
ficials and supervisors in subordinate 
commands is spent in carefully reading 
this material to determine how it af- 
fects their operations and too many 
times these key personnel, after hours 
of study, come up with the question 
“why did we get this?” 


2. A mass of material, received at 











Amazing New 


Method for Making 
Graphic Charts 


‘Simpler * Quicker * Better! 


Professional Charts can be made quickly, 
economically by you, your secretary, or any 
member of your staff—by the 


CHART-PAK METHOD 


Here's all you do: On a Chart-Pak board, 
plan the kind of chart you want. Select the 
proper Chart-Pak materials. A little finger 
ressure and a little typing do the rest. 
hat's all there is to it. Your chart is ready 
for presentation or reproduction. 


And Note This: Any portion of your Chart- 
Pak chart can be quickly changed or cor- 
rected at any time. What could be more 
@conomical? 


ATTACH TO YOUR LETTERHEAD 
Send me descriptive brochure on the Chart- 
Pak Method for Statistical Charts [ Or- 
ganization Charts [] Office Layouts [ 


Sseeaeeaeeeaaar 
@e@eeeeeeeseany 


CHART-PAK, INC. 


104-X LINCOLN AVENUE 
STAMFORD, CONNECTICUT 





a subordinate point, is issued in various 
systems without any means of cross 
reference or provision for interfiling by 
subject. Thus material in related areas 
is filed by entirely different methods 
and in different places, so that to get 
a complete picture of an operation much 
clerical time is spent either in trying 
to locate all of the material or in work- 
ing out individual (and varied) 
tems of cross-indexing. These individ- 
ual systems which are so expensive in 
administrative costs to an organization 
are only as good as the persons devel- 
oping them and may be unusable by 
another individual. If the directives 
are filed in one subject system, such as 
the filing system for correspondence, 
they are seattered throughout masses of 
routine letters and often are destroyed 
with those files—the letters no longer 
serve a useful purpose but the direec- 
tives are still in effect. 


Sys- 
i 


3. Directives are not examined period- 
ically to bring them up-to-date. True, 
some operations have not changed over 
many years and it may not have been 
necessary to reissue the directives, but 
such directives must be an integral part 
of a system and carefully watched. 
Key officials and supervisors may leave 
an organization. Without an adequate 
system the basic directives may become 
lost or the individual knowledge may 
leave the organization, or at least 
subérdinate segments of it. Lapses in 
methods and policy ensue which may 
be both costly and embarrassing. 

4. Many existing systems employ 
methods of making changes and _ re- 
visions reminiscent of the 1890’s. If 
such outdated methods were used in 
other operations, remarks would be ram- 
pant that responsible officials should 
have retired at the turn of the century. 

Two common horse-drawn methods 
still used in this atomie age are: (1) 
The “supplement - amendment - change 
system” which never rewrites but reis- 
sues the basic document. It continues 
to issue pages of supplements ad in- 
finitum, revising the basic documents, 
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Exclusive feature ... with these fine boxed papers: 


EAGLE-A COUPON: 
BOND (100% Rag Extra Number One) 


EAGLE-A AGAWAM: 
BOND, ONION SKIN (100% Rag) 


EAGLE-A CONTRACT: 
BOND (75% Rag) 


EAGLE-A ACCEPTANCE: 
BOND (50% Rag) 





EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag) 





EAGLE-A QUALITY: 
BOND, MANIFOLD (Number One Sulphite) 





eeewhen EAGLE-A's 4 ‘A YN y £ 
"“Hinge-Top" box lets you , , > DADED 


slide out the sheets you need! 
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with additional pages and pages of 
amendments revising the supplements, 
and innumerable changes to the amend- 
ments. Users of directives are required 
to read each and every page at any time 
in order to get the current policy or 
procedures (or parts thereof). In the 
modern business world the system has 
little. value for reference or training 
purposes. (2) The “write-in or type-it- 
yourself - and - paste - in system” which 
saves manhours for one originator but 
costs the entire organization the same 
number of manhours multiplied by the 
number of recipients. The resulting 
manual, usually a bound volume, is un- 
sightly, often illegible, and difficult to 
use for any purpose in connection with 
the effective conduct of business. If 
directives are distributed to 1,000 em- 
ployees, each 10 manhours saved at the 
top issuing office under this system 
means an expenditure of 10,000 man- 
hours throughout the organization. And 
those 1,000 employees will be required 
to use an inferior product as_ their 
guide to the policies and procedures 
of the organization. 

Top management desires its policies 
and approved methods of conducting 
business to be available to all person- 
nel in the organization who are re- 
quired to know and use them. Top 
management also wants each responsible 
employee to have a complete and cur- 
rent set of the directives applicable to 
that employee’s current operations. Top 
management in a large organization 
must rely upon a modern system to see 
that vital directives are in the most us- 
|able form for recipients. Management 
| should be assured that the system used 
|is the best for the employees in the 
|organization from the standpoint of 
;ease and speed of use; that the system 
provides controls to eliminate duplica- 
tions, conflicts, overlappings and possi- 
bilities of misinterpretations; that it 
does not require an undue amount of 
'time to maintain; that it is the least bur- 
densome for employees to use. For 
| its own use, top management requires a 











Let Audograph net you two more hours a day 


What's on the 
work. Your secretary’s salary. The pressure on 
you to get things done. And above all, more 
time is needed for today’s bigger job. 

But put the versatile Gray AUDOGRAPH to 
work for you and office output is increased up 


way up in your office? Paper 


to 30%. You save time—up to two hours a day 
—because it’s the simplest, easiest-to-operate 
dictation system of all. 

The AupocraPH plastic disc holds an hour’s 


AUSOORA 


AUDOGRAPH sales and service in 180 U. 


cities. See your Classified Telephone Direc- 


Send me Booklet R-2 “ 
—Starts With YOU!” 
- NAME 


dictation—28 typewritten pages. The exclusive 
electromatic index shows your secretary mes 
sage length and indicates corrections. One 
lever control is all you need to operate—no 
complicated adjustments. And while you sound 
write conferences, sales reports, letters, memos, 
your secretary is free to handle details that 
used to eat up your valuable time. 

Mail the coupon today... find out how you, 
too, can save up to two hours a day! 


Features make it finest! 


The Gray Manufacturing Company 
Harttord 1, Conn. 


Manpower 





Canada: 
Abroad: 


tory under ‘‘Dictating Machines.”” 
Northern Electric Company, Ltd. 
Westrex Corporation (Western Electric 


Tv 





Company export affiliate) in 35 countries. 
TRADE MARK “AUDOGRAPH™ REG. U. S. PAT. OFF, 
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...When you want it! 














Give instructions, get 
information instantly with 
Executone Intercom! 


You'll be amazed at the way Execu- 
tone speeds up production—helps you 
get more work done faster! 
Executone lets you TALK to employ- 
ees or associates instantly, anywhere 
in office or plant. No waiting on busy 
phones. No running back and forth 
hunting for “lost” personnel. You get 
action right now! Executone lowers 
costs — pays for itself in many ways. 


Write for Booklet B-11 Today 


Lecilone 


COMMUNICATION & SOUND SYSTEMS 
415 Lexington Ave., New York 17, N. Y. 








directive system which is flexible to 
meet the demands of rapid operations. 
A cumbersome system which slows the 
administrative channel of communica- 
tion and delays getting new or revised 
policies and methods to users will not 
meet the requirements of an_ effective 
organization. The system must provide 
the means of recognizing and handling 
urgent releases. 

Top management should also consider 
the provisions which are of major im- 
portance to their employees who receive 
and use directives. Those provisions 
are: 

Ease of reference—all current mate- 
rial can be located quickly. 

Easy identification—a short way to 
refer to a specific directive in corres- 
pondence, dispatches, conversation, ete. 

Availability of copies—copies are 
readily available for special needs or 
for new organizational units. 

Assurance of completeness—the user 
has all current directives which his op- 
eration requires and has the means of 
checking these directives periodically. 

Accessibility by subject—material can 
be located by subject. Subordinate sub- 
jects can be located with a minimum 
of time and effort. 

The elements of a comprehensive di- 
rectives system which will meet the re- 
quirements of the originator and the 
user are: 

1. Loose leaf system. This provides 
the means for keeping directives cur- 
rent at all times. Revisions and changes 
are easily inserted and obsolete mate- 
rial readily removed. 

2. Permanent, tentative and one-time 
directives. These three types of releases 
will meet operating conditions, serving 
the needs of originators and clarifying 
the intent for recipients. The system 
must be flexible and provide service in 
getting “the word” to all segments of 
the organization. By including these 
definite types of releases in the system, 
the following conditions will be met: 

a. Permanent directives. Established 
policies and procedures for permanent 
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retention. 

b. Tentative directives. Experimental, 
temporary, or general policies and pro- 
cedures to be followed until improve- 
ments are made or permanent, specific 
directives are developed and issued. 

c. One-time directives. One-time pro- 
cedures, announcements, information, 
ete., which do not have retention value. 

3. Numbering system for subject 
grouping. The numbers by which di- 
rectives are issued and filed within a 
loose leaf system should be based on 





the subjects to be covered in the system. 
The number assigned to each directive 
should provide filing it with all previous 
directives om the same subject. All 
users of the system should understand 
the numbering system and know how to 
use it for locating material by subject. 

4. Distinctive format and uniform 
style. Distinctive format will eliminate 
the possibility of confusing directive ma- 
terial with correspondence or other 
types of publications and releases. Uni- 
form style will aid simplified writing 







































































Impressive letterheads bring im- 
pressive results. When you use 
WESTON BOND, you are using a 
truly fine letterhead paper — yet 
the cost islow. WESTON BOND 


is made by Byron Weston Com- 
pany, Dalton, Mass., one of 
America’s oldest and most famous 
papermaking families. Write for 
sample book. Address Dept. OF 











WESTON BOND 


Made by the Makers of OLD HAMPSHIRE BOND and a Complete Line of Papers for Business Records 
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Precision 


— 


That's what you get in PANAMA-BEAVER Carbon Papers 


Constantly precise as the most detailed operations in 
producing an airplane, are the manufacturing processes 


employed here to make PANAMA-BEAVER products 


infallibly a0 ited ie 


Brilliantly conceived, meticulously planned, devel- 
oped into vital being for yeoman service in the most 
important of America’s offices and institutions — 
PANAMA-BEAVER Carbons and Ribbons can never suf- 
fer from the obvious faults of mass-production, never be 
other than head and shoulders above the commonplace. 


Nes BS 











PANAMA-BEAVER 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y. 


Coast to Coast Distribution 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 





and promote ease of understanding di- 
rectives. 

5. Uniform methods to issue revisions. 
Page inserts (and removals) will pro- 
vide ease in maintenance, increase usa- 
bility and insure a current set of 
directives. Pen-and-ink corrections or 
changes should be held to a minimum 
and should be of a very minor nature. 

6. Methods to coordinate directives. 
The system should provide for complete 
coordination of the directives prior to 
their issuance. Recipients should have 
the assurance that directives are the final 
word insofar as policy and procedure are 
concerned. 

7. Adequate reference aids. In addi- 
tion to a numbering system which will 
group material by subject, a more de- 
tailed alphabetical index will be needed 
if there is a substantial volume of ma- 
terial in the system. Periodie checklists 
(tables of contents) should be issued so 
that recipients can make sure that they 
have all current material and that ob- 
solete material has been removed. 

8. Proper reproduction processes. The 
process used to reproduce directives 
should be economical, speedy and meet 
the needs of the user. A process which 
delays the installation of changes, im- 
provements or new programs may prove 
costly. There are many fast reproduc- 
_ tion processes today which meet the 
needs of an organization both as. to 
appearance and legibility. The -reten- 
tion period of the directive should also 
be considered when selecting the quality 
of paper and the process for duplicat- 
ing the approved ‘material. 

9. Standardized and controlled dis- 
tribution. Material should be sent to 
all recipients who “need to know” and 
only to those recipients. A distribution 
system is needed by large organizations 
to insure that this is effected. 

10. Stocks of extra copies. Provision 
should be made for adequate stocks of 
extra copies. Employees should know 
where and under what conditions extra 
copies can be obtained. This will insure 

(Continued on page 144) 
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Fifty pages of helpful information about 
fourteen basic production forms... 
e what the formis ¢ who uses it 
e why it’s used e how the copies 
e where it originates are distributed 
e details of design 


Production Orders, Stock Withdrawals, Ma- 
terial Transfers, Rejection Reports ... are 
covered. Complete information on forms lay- 
out, what, where, why, and who uses it; dis- 
tribution and design. 

In other words, if you want to know some- 
thing about production forms, you can find it 
in this book. 


Research on thousands of forms is behind it. 
Yet Uarco offers this book free—to help you un- 
derstand the use of these important forms... 
buy them intelligently ... gain the real effi- 
ciency thatthe right business forms can give you. 


UAVicee 


INCORPORATED ‘ 


Pin This Coupon to Your 
Letterhead and Mail For 
Your Free Copy, Today! 


Factories: Chicago; Cleveland; Oak- 

saad: Deep River, Connecticut; 
atseka, Illinois—Sales Representa- 

tives in all principal cities. 

! UARCO INCORPORATED 
Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois : 
Please send my copy of the Encyclopedia of 
Production Forms. 
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i] 

! 
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MODEL 210 
Store Model 


RI ee RC 


@ Two of the complete line of 18 R. C. Allen Cash Registers 


America’s Best Values... 


Best for you, the customer, because when you “buy R. C. Allen” you know you're 
buying guaranteed performance . . . at the lowest possible price. 


Best for you, the dealer, because with R. C. Allen you can handle a complete line 
of business machines . . . adding machines . . . bookkeeping machines . ; . cash 
registers . . . and typewriters. 


Hundreds of dealers are already attracting new customers, building business and 
increasing profits with R. C. Allen products. It will pay you to find out how you, too, 
can profit by selling the complete line of R. C. Allen Business Machines. Write today 
. . . full information will be sent by return mail. 
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The New 1952 R. C. Allen Typewriter 
Setting the Pace in Style and Performance 





R.C.Allen Business Machines, Inc. 


679 Front Ave., N. W., Grand Rapids, Michigan 












































” PUSH-BUTTON’ MULTIPLICATION 


| gets defense fiqurework under way 


FASTER - EASIER -SURER 


FASTER because Marchant’s mechanism 
operates at speeds ranging up to twice 
those of any other calculator. 

EASIER because Marchant saves the 
operator at least one step in every 
multiplication problem 

SURER~ because Marchant is the 

only American calculator with dials 

for verifying the keyboard entry 

Since more than half of all caiculator : 
work is multiplication, experienced office i; sal 9K PUSH-BUTTON MULTIPLICATION 
workers everywhere choose the calculator j Merely enter multiplicand in key- 
that multiplies faster, easier, surer. The | 

, Marchant Man in your phone book 
Re , will prove this by a demonstration + acai tndtiiamed tis 
‘4 in your office—call him today. . : 
StS 





board and answer appears simul- 
taneously as multiplier is entered 








FASTER 


GUIDE TO MODERN FIGURING METHODS 
: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] ! 


: MARCHANT CALCULATING MACHINE COMPANY : 


DAKLAND 8, CALIFORNIA 








how do YOU collate! 


-— 


A 














Are the scenes at the left familiar? 


One girl at the Thomas Collator pic- 
tured below can match the production 
of as many as four girls "gathering" 
manually. 


If this saving interests you, please write 
us for brochure "O" and the full story. 























~ 


tien b albaaon 


specialists in paper gathering 
30 Church Street « New York 7 * Digby 9-2270 
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| WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


When I walked into Bill's office to return his designs, I had just about 
decided to give the business to his competitor. While we talked I did 
some looking around. Pretty soon we were shaking hands on the 
contract ... and I felt I'd been smart to give the job to his company. 

Afterwards, I asked myself: what sold me? 

The facts and figures were right of course—but the competition's 
quotations were right too. I believe what really clinched the deal was 
the atmosphere of Bill's office—the air of competence and efficiency. 
It looked well organized—like a place where a job would be done well. 

“Y and E” equipment is both attractive and efficient. It helps you 
sell yourself... get the order... and get things done. 

“Y and E” offices are designed for success. 





[Also Makers of Quality Filing Systems and 


MARK OF SUCCESS 


1020 JAY STREET * ROCHESTER 3, N.Y., U.S.A. 


THe Orrice—February, 1952 





New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 

chines that need trained operators. 
Victor Custom models do such im- 
,, portant calculating jobs as figuring op- 
10-key Keyboard  ¢rating and budget ratios, comparative 
Totals 999,999,999.99 Sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 

print results on the tape. 





[®D 0987654321 QO 


Movable Decimal Marker Speeds 
Calculation—Exciusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
fraction of decimal equivalents. 








Full Keyboard eeeseceseeseeoeseesseeeceseee 
Totals 999,999,999.99 There are 42 basic Victor models. 
; P To learn how Victor can give you extra 

Calculating Jobs without service on your figuring problems mail 

a Trained Operators -—That$ coupon or call the Victor Branch or 

¢ # the “Plus” We get from Dealer listed in Classified Phone Book. 


Victor Adding Machines. 


Victor Adding Machine Co. 

Chicago 18, Ill., Dept. OM-252 

0 Please send me free new booklet “Secret 
of Speed.”’ Tetls how Custom machines do 
many important calculating jobs. 


O) Send me free information on complete 
Victor line. 


Name_ 
Company Name 
Address 
City State 


rrrrrererrererereseeftfrtrtteTtT 





VICTOR ADDING MACHINE CO. ALS i!) 


Chicago 18, Ill. HAS WHAT 
The World's Largest Exclusive 
Manufacturers of Adding Machines IT TAKES 











&e—-—“es ewe weeeewew we 


Visit our Booth 98 at the Office Management Association Show in Chicago 
THe Orrice—February, 1952 21 





HERE’S Quality TO SUIT 


Carter's Cleancoat . . . Sensibly priced for short 
runs. Protective coating and sealed Units keep carbon 
factory-fresh —no dye offsetting, easy erasures, 

In Flat Sheets and 
Masterfold Units. 


SS 


PNY yen 





ONS 


Carbon / “per 


Carter’s Commercial 

.. Carter’s most econom- 
ically priced Duplicator 
Carbon, for volume users. 
All the features of Cleancoat 
less protective coating. In 
both Flat Sheets and Master- 
fold Units. 


Carter’s Long Run... For runs up to 400 
copies twice as many copies as Cleaneoat or 
Commercial! Gives ideal performance for over 
87°. of all Spirit Duplicating jobs. In Flat 
Sheets and Masterfold Units; two finishes, 
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THE MOST DISCRIMINATING... 


Carter’s Duplicator Supplies? 


Typists everywhere rave, “We're delighted with the switch to 
Carter’s Duplicator Supplies . . . they’re so easy to handle.” 





= No wonder! Carter’s makes top-quality Duplicator 
Carter's Duplicating Fluid @ = Supplies—tailor-made for every job . . . for every 
oO — - ane _ # ° ah ° . os i 
Quality where quality counts: § = machine. l'ypists and duplicator operators are proud 
Carter’s Duplicating Fluid trans- © . : : 
fers complete impression to paper . of the better quality work they produce. 
in less than .01 second. Draws off y : . ¢ . . ’ 
aaah aie teamed 2 Your choice of five grades of Duplicator Carbon 
copies—dries in time to produce = | assures real operating economy. You get sharp, 
illiz wen! ef MWe ° . 1 . 
beilliant copies! 3 brilliant copies—more from each master. For 
ba a . . 
ans superefhciency, use the performance-perfect 
companion—Carter’s Duplicator Fluid. 





Carter's Super Quality... Just that— 
a superior quality Duplicator Car- Make the switch to Carter’s Duplicator Sup- 
bon styled for extra-long lies... carried by Stationers and Office Out- 
runs up to 600 copies! fi P merel ; 
Available only in itters everywhere, 
Masterfold Units 
with protective 


gold-sealed 


For those 

who want the best 

... Carter’s Silvercoat 

Top-quality carbon—no equal at any 

price! Metallic protective coating 

means easier corrections —cleaner 

handling. In both Flat Sheets and 

Masterfold Units with gold-sealed 

edges. Available in five brilliant 
colors for runs up to 400 copies. 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42 + BOSTON, MASSACHUSETTS 


THe Orrice—February, 1952 





TT Be TET ELE ELE ELIE SL IE ETE LOT. OE TG NOE LOO LE ELE DM 
ge ee tee | e - % Ji ba 


EY as ¥ z . a“ “ ? og 


A 1700 Ib. man will never lean back 


in a Sturgis guest chair, but . . « 


... but if he did, we know what would happen. 

The steel frame would deflect about 1/32”and return 
to normal after the load was removed. That’s what 
happens when weight tests are made in 

accordance with General Service 

Administration Specifications, 

which permit 1/8” deflection, 

four times that measured 


on Sturgis chairs. 


This great reserve of strength is 
deliberately engineered into 
Sturgis chairs to make them per- 


Y 
y eum ene form above and beyond normal 


the quality that's : 4 or | : 
enginsered inte ite oc ole allel use demands and normal chair 


Sturgis chairs. 3 ” ~ life expectancy. 
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FOUNTAIN Pas -% 
cient and economic ‘al 


set with ™ 
section 






















THERE IS NO SUBSTITUTE 


NAMES IN INDUSTRY.... 
FOR QUALITY. Al! Morris 
CHOOSE DESK TOP EQUIPMENT! writing sets are equipped 
with iridium tipped points 


and each point is tested 
and appro mal at facts ry 


BERT M. MORRIS CO. is foremost in the ““"” 
field of matched Desk Top Equipment. 


BOOK ENDS — at last — 
inexpensive book ends 
to match modern office 
furniture 


> 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops as 
paper is used, or standard 





The complete setting shown — 
pen set, memo pad, letter tray, 
ash tray, and phone rest, retail 
for less than you would expect ror Walt-abilit 
to pay for one fountain pen set. ‘ 





: STUB 
MORRISET — the constant flowing, all- , 
round writing implement that holds a full LETTER TRAY — strong two 
. el BROAD point suspension allows ac- 
2% ounces of ink for months of writing cess from entire front. and 
° * . sid Tie: vickly 
without refill. Your choice of five quickly poo 8 A non iy oe ger ong 
replaceable “thread-in” points—extra fine, ba 
fine, medium, broad, stub. 
FINE 





BERT M. Morris co. anne 


Desk Top Package Deals —#100 and #200 
1 w Third $ 
soe, © poe pg 8 +t ned Inquire about the surprisingly low cost of 
In Conade: McFarlane Son & Hodgsen, itd, Montreal, Que. matching your desk with these items. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per- 
fect for any desk or con- 
ference table. 


THe Orrice—February, 1952 











pronto lt 








FILES 





/ 


/ 


SAN'TARY BASES 






all size files ( ) Pee 


$325 





Letter Size $355 







Legal Size $435 


Check Size $2.40 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY 
—No more need of fussing and fuming. 
With Pronto files you can get at all 
records just as easily as in your regular 
active files. 


BEAUTIFUL APPEARANCE — 


Pronto files are beautiful in appearance, 
finished in an attractive olive green. The 
steel drawer front matches your regular 
active office files. 


PRONTO FILE CORPORATION. 


285 Madison Avenue 


ee ee 


STURDY CONSTRUCTION— 
Prontos are built of 275-lb. test corru- 
gated fibre board and reinforced with 
steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPACE— Constructed 
so that they interlock into solid units and 
stack as high as the ceiling, saving valu- 
able floor space. 


LORADO AND WEST OF THE ROCKIES. 





New York 17, N.Y 





FOLLOW BLOCKS 


made for any size fila 





picture of 
a high-speed 
typist... 





‘‘Besmudged, Bothered and Bewildered,"’ is this secretary's 
melancholy theme song. All too often, she’s come out the loser after 
battling with smeary, old fashioned spirit duplicating carbons. 





But there's a happy note in this cheerless dirge—because 
eventually she’s bound to find out about 


0-coat" 


coated by a process that safeguards hands and clothing from smudges 
and smears! And 0 insures sharp, 
clear copies on long runs, too! 





Ask your boss or purchasing agent to s 

get some free samples of “protect-o coat A 

available in flat sheets or master unit “ tt 
forms—plain or pre-printed. RIBBON & CARBON CO., Inc. 





Manufacturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Brooklyn, New York * Chicago, Illinois + Atlanta, Georgia 
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BB SELF-INKING, MIMEO PROCESS [im 
HAND STAMP | 


Makes Any Hand Stamp 
in MINUTES!!! 





® andsome, 
indy, 
isy to use. 





THE ORIGINAL 


PRINT A/06" S82 


Improved model A-2 has many extra fea- 
tures that can’t be matched. It prints 
perfectly on thinnest paper or tough card- 
board, on any, size from 3” x 5” index 
cards, U.S. Government postcards up to 
4” x 6”. It prints more than 2,000 clear, 
professional-looking copies per hour for 
less than 8 cents per thousand. Constant 
spring pressure guarantees one-at-a-time 
feed and insures hairline register for easy 
multicolor printing. As many as 4 colors 
may be printed on a single card by using 
replaceable, easy-to-clean drums. 


CALL YOUR STATIONER, OR WRITE DIRECT TODAY! 


erris ROTARY FILES 


GIVE YOU 50% GREATER FILING 
CAPACITY WITH YOUR PRESENT 


CARDS AT A LOWER INITIAL COST. 


*EXCLUSIVE . . . Eomme 
Special compres- 
sion block for tab- 
viating cards. 


* Rotary trays «ke 
in position... 


cannot roll back, 


® Instant removal of 
one card or a full 
GE 2 « o OM 
your present cards. 


*Finger-tip control 
. « « locking slide 
cover keeps your 
records safe. 


Greater efficiency . . . convenience... 
accessibility for your Stock Control, 
Inventory, Purchase, Production, Cost, 


Sales, Payroll, Personnel, and Credit records. The FERRIS ROTARY FILE is 
unequalled because FERRIS is the only rotary file that permits cross-filing and 
complete indexing! It eliminates punched cards, belts, clips, rods — awkward 
fastening devices. Transfer your present cards instantly into removable trays. 
Filing is quicker . . . easier for your operator. You save Time, Wasted Motion, 
Floor Space and above all Cost! 


DEALERS . . . attractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD @ STRATFORD, CONNECTICUT 
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You ln 


Fholit- x wast 


THESE NATIONALLY RECOGNIZED 
BUSINESS AUTHORITIES TELL YOU! 


CHARLES E. WILSON, Nationa! 


Defense Mobilizer, discusses ‘'Manpower 
and the War Effort.'' 


BEARDSLEY RUML, famous econo- 


mist, covers all the angles on the ‘'Excess 
Profits Tax."* 


Program TENTH ANNUAL SEMINAR 
OFFICE MANAGEMENT ASSOCIATION 
OF CHICAGO 


9:00 Monday Morning, February 25 Stabilization" 


REGISTRATION 

12:00 Monday N n, 
SEMINAR LUNCHEON 
Welcoming Address 

Dr. J. Roscoe Miller, President 
Northwestern University 

KEYNOTE SPEECH 

Mr. W. A. Patterson, Pre ident 

United Aijrlines 

2:30 Monday Afternoon, February 25 


How to Get Good Management" 


February 25 


Moderator—Mr. J. W. Rees, Asst. V.P. 
Pure Oil Company (Panel to be an- 
nounced later} 

7:00 Tuesday Evening, 
SEMINAR BANQUET 
Principal Speaker 

Hon. Everett M. Dirksen 
United States Senator from Illinois 
10:00 Wednesday Morning, Feb. 27 
‘Advancement of Mechanization of 
Office Operations’ 


February 26 


Mr. Ray Eppert 
Burroughs Adding 
A Woman's Place 
Vera Green, Secy. 
Botwinik Brothers 
Wednesday Afternoon, February 27 
""Absenteeism—A Health & Safety Pre 
aram for the Office 
Dr. B. F. Lounsbury 
Commonwealth Edison Company 
Management, Manpower and 
February 26 Methods” 
SESSIO Mr. H. L. Wylie, Asst. 
n & Salary Pure Oil Company 
Mark Your Calendar NOW! Make a date to hear these important speakers . . . 
see the latest business machines, methods, and systems . . . at the Tenth Annual 
OMAC Seminar and Business Show, Monday, February 25, through Thursday, 
February 28, at the Conrad Hilton Hotel (formerly the Stevens), Chicago. 
Sponsored by Office Management Assn. of Chicago & Northwestern University. 


The OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


105 West Madison St. Chicago, Illinois 


r. Leonard Spacek, Managing Partner 
son & Company 

y Morning, February 26 

rainina for Better Use 


Machine Company 
in Management’ 
& Asst. Treas. 








PANEL 


Salary Administrat 


Treasurer 
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UL ae 
57 atti, 


LONGER OFFSET RUN 
GREATER UNIFORMITY... 
IMPORTANT OFFICE SAVINGS 


with PLASTIPLATES ¢ PLAS 


A prediction to bank on... Remington Rand's PLASTI- 
PLATE-PLASTIPHOTER plate-making combination will 
give you superior office offset plates at surprising savings! 
Sharp, sparkling copies... longer runs and greater uni- 
formity are yours with PLASTIPLATE’s “no-grain” surface. 
You'll save time, maintain job control, as PLASTIPHOTER 9 dalla iat 
“burns” plates quickly, on-the-spot. PLATES and folders 
Enjoy superior office offset results and save up to half describing PLASTI- 
your present cost with PLASTIPLATES and PLASTIPHOTER PLATES and PLASTI- 


é : ; ee PHOTER... yours for 
— Remington Rand's great plate-making combination! the asking. 


Remington. Frand 


Room 2447, 315 Fourth Avenue, New York 10, New York 


Please send me [] 3 free Plastiplates [] Direct Image [1] Photographic 

) Plastiplate folder (DS 62) [J Plastiphoter folder (DS 72) 

My duplicator is a SET er ee 
I use a ______typewriter with a [] Fabric [] Carbon Paper Ribbon 

















Name Company 
Address 
City a 














ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee es oe 
NOMA BUSINESS SHOW, CONRAD HILTON HOTEL, CHICAGO — FEBRUARY 25-28 


See the latest Remington Rand Business Machines and Systems, Booths 1-5, 146-151 











EFFICIENT? NO ADVANCE IN PRICES! 
LESS EXPENSIVE ; Immediate Delivery 


6 SETS TO A STRIP 
CARBONIZED IN 
“QUADS” — “QUINTS” = 
AND “SEXTUPLES” 


to 
Ty wean 
PICA agen SOTO 


tmPioy, : ‘ 
£2 er Whom Pala 
* 








Approved by 


@ U. S. Treasury Department 


© Verious States A SIMPLE “SNAP-OUT” MOTION 
($ and 6 part forms) INSTANTLY SEPARATES FORMS & CARBONS 


@ Various Cities where practicable 


Original and Duplicate Remain Attached 
@ Special 5 part form for States of é 
New York and North Caroline Without Carbon. 


IMPORTANT: Forms W-2 and Envelopes including 


Write today for ae employer’s imprint can be singe 
within a few days from receipt of 


order. 


of low prices and sample 


strip. 


$-K =a S-K FORMS CO. 


LABOR SAVING J 1619 WALNUT STREET 
ACCOUNTING FORMS - PHILADELPHIA 3, PENNA. 
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CORtR he Pcenal 
Colsaliitoe 


IN POCKET SIZE 


CAPACITY: 8x 6x11 
WEIGHT: 8 Ounces 
PRICE: $129.00 


Plus Federal Excise Tax 


ADDS 
SUBTRACTS 
MULTIPLIES 

DIVIDES 
SQUARE ROOTS 


The "Rule of Three” can 
be accomplished in one 
operation (multiplication 
and division are done 
simultaneously). 


Scientific in Design 
Scientific in Application 
and Noiseless 





The Curta Machine is supplied in a rust and dustproof 
pocket-size container which enables easy carrying at all times. 


Write today for illustrated literature and complete information. 
PRECISA DISTRIBUTORS, INC., P. O. BOX 1557, SALT LAKE CITY 4, UTAH 
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KETS 
MERCURY-LITH ROLLERS AND BLAN 


for Multilith printing ™ yachines 


MERCURY GRAPH ROLLERS 


Multigraph duplicating mc achines 


—_ 


Tired of rollers and blankets that wear out too fast? 

Equip your machines with these de luxe rollers and blankets, 
and see how much extra mileage you get. They are built 
extra rugged, just like the heavy-duty accessories we make 
for huge printing and lithographic presses. Yet you 

don’t pay a penny extra for this finer quality. 


RAPID ROLLER CO. 


FEDERAL AT 26TH D. M. RAPPORT 
CHICAGO 16, Itt PRESIDENT 


for 
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Try A C * O -binding ! 


You'll Like It Better Because It 1S Better 


When all is said and done, the true reason why you ought to use the Acco 


method is that you'll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 
filing all your business papers because they mean security, neatness, order, 
quick finding, office and personal efficiency. 


Acco-binding does away forever with 
“scatteration filing’, limp and messy fold- 
ers, lost or mislaid papers. Acco-binding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices, reports and other records are al- 
ways in order, safely bound — temporarily 
or permanently as you wish — and readily 
available. 


ACCO PRODUCTS, 


incorporated, 


Acco-binding is easy to operate, foolproof, 
economical. Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that “Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


in Canada: Acco Canadian Co., Ltd., Toronto 
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SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 


PLAID HOUSEHOLD FILE materials, making our line 
an outstanding quality line. 


We have 5 separate fac- 
tories for your protection 
and added service. 





Write for our Catalog. We 
also invite: your .inquiries 
for specially made pro- 
ducts. 


LEATHER-LIKE 
EXPANDING FILE 



































SUPER POCKET 


“THE ALL PURPOSE FILE” 
EXPANDING WALLET 


THE Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 





Multiplies, divides, adds and subtracts 
fully automatically. 


Gives credit balance automatically. 


Prints all elements of calculations for 
permanent record. 


Gives ready identification of results. 


Permits combined operations — without 
repeating entries. 


Requires less than 20 minutes’ operator 
training period. 


1 4 Has a separate multiplication keyboard. 


Multiplies by automatic short-cut method. 
reasons 


Divides automatically with printed record of 
dividend, divisor, quotient and remainder. 


Prints sub-totals and totals in red. 


Requires only one key stroke to obtain 
sub-total or total. 


Permits entry of two or three ciphers 
with only one key stroke. 


Has both non-add key and clearing key 
electrified. 





Guards against mistakes by 
locking entire keyboard when incomplete 
key stroke is inadvertently made. 


~N 


fully automatic 
printing calculator 


Olivetti Corporation of America ¢ 580 Fifth Avenue, New York 36 
(over 270 sales and service points throughout the United States) 
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Lightning OFFERS YOU 6 DIFFERENT 


AUTOMATIC MAIL OPENERS 


FOR EVERY TYPE OF BUSINESS 


Tell us the volume and type of your incom- 
ing mail. We will recommend the Lightning 
automatic mail opener that will precisely fit 
your particular needs—based on our 

40 years experience making letter 
openers to meet all the needs of every 

type of business. 


Model A-9 is motor- 

operated. It opens 500 

letters a minute, in- 

cluding mail up to a 

half-inch in thickness. 

Price $250 including 

tax. Model H-2 is hand-operated. It opens 75 
letters a minute. Price $65 including tax. 


See Bircher Machines at the Business Show, 
Office Management Association of Chicago, 
Conrad Hilton Hotel, February 25 to 28. 


Lightning MAIL SEALER 


Model K is hand-operated. It auto- 
matically seals 100 standard-size envel- 
ooes a minute. Price $120 including 
tax. Also available in a motor-driven 
model that seals 200 envelopes a min- 
ute, at $175 including tax. 





THE BIRCHER CO., INC. 


Sales end Servlee Makers of Letter Openers for Over 40 Years 
In Principal Cities Rochester 14, N. Y. 


MORE LIGHTNING LETTER OPENERS ARE NOW IN USE THAN ALL OTHER MAKES COMBINED 
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Stelmi Va 


VA2 sles. 
VIZ-ABLE CARD 
FILING FACILITIES 


a G BUILD-UP 
AS-YOU-GO-ALONG 
. » and watch it grow! 


Ly drower 


Easy remevebility of 


fer oll systems of 
signals, Pick your own. 


Uniform visibility of 
pockets—full .0025 
visibility. Pockets die 
cut fon 3x5, 4x6, 5x8 


Smert plestic herd- 
were — double cord 


Gexing . . . organizing. 
Easy portaebdility— 


workability and access 
te drawers—short 


international, Itd. 170 west 233 st., new york 63, n. y. 
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VIZ-ABLE CARD 


FILING FACILITIES Rs, Py cd 
BB Er He: #. 


LAY SI et SAL: 5 COME W YORK LSA av BUILD-UP 
AS-YOU-GO-ALONG 
. and watch it grow! 





The Handy 
on-hand 
Dandy 


oF 240 
singles 
(5x8) pockets 
oof 480 
doubles 
(5x8) pockets 


1% 
A. oe 


the lowest cost 
VIZ-ABLE System 
in the world! 





= SE ee 


asco international, Itd. 170 west.233 st., new york 63,n. y. 
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‘NTEEL makes progress possible—in 
Nicos or peace...in the manufacture of 
everything from tableware to tanks, 
razor blades to skyscrapers, baby ca;ri- 
ages to “Big Mo’’. 

How well does competition work in 
the steel business? 

... the U.S.A. shows an 83.4% gain 
in steel output between 1939 and 1950. 
The rest of the world shows an 0.8% 
loss. 

... In 1939, the U.S.A. under ‘‘com- 
petition’”’ made 1 of all the world’s 
steel. Today we produce half—all with 
only 6°7 of the people in the world. 

. . Steel workers under ‘“‘competi- 
tion’’ gained in jobs, too. There were 
449 thousand jobs in 1939. Today— 
637 thousand. 

The steel industry is just one exam- 
ple of what all of us can expect under 


a free competitive system. Ours is the 
security millions of people in the world 
dream of when they embrace such 
dead-ends as “‘planned economies”’. 
Look around and see what happens 
when people hand their jobs and their 
factories over to the government. Or 
have them taken by law. Or by force. 
Name it what you will—‘‘commu- 
nism’’, “‘nationalization’’, ‘“‘socialism’’, 
“‘regimentation’’—it is a one-way street 
and no turning back. By then people 
no longer own government. Govern- 
ment owns the people. 
This report on PROGRESS-FOR-PEOPLE is 
published by this magazine in cooperation 
with National Business Publications, Inc., 
as a public service. This material, including 
illustration, may be used, with or without 
credit, in plant city advertisements, employee 
publications, house organs, speeches or in 
any other manner. 


THE COMPETITIVE SYSTEM DELIVERS THE MOST TO THE GREATEST NUMBER OF PEOPLE 
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MONROE 
Adding - Calculators 





Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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Is your paper work done 
horse-and- wagon style? 


“It was good enough for grandpa” 
philosophy is a luxury no modern busi- 
ness can afford. Paper work methods 
that call for writing, copying and re- 
copying are a hobble that holds back 
production while operating costs rocket 
skyward. And it’s here that the Colitho 
‘‘one-write’’ system brings paper work 
up to the level of jet propulsion and 
atomic energy. 

Colitho Offset Master Plates readily 
convert any business form into a 
‘“one-write’ system. A fill-in by hand 
or with any business machine gives 
you a long life master plate ready to 
print on your offset duplicator. You 
get exact copie: any quantity— 
without transcription errors. 

There’s too much economy and effi- 
ciency wrapped up in the Colitho 

‘‘one-write” idea for you to pass it by 
without a second look. Write 


Cr) for the Colitho Manual today. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
101-2 Herb Hill Road 
Glen Cove, L. 1., New York 


Colitho Plates are 
adaptable to purchas- 
ing, manufacturing, 
distribution, selling, 
billing and accounting 
forms. 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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HOW TO MAKE A PROCEDURE MANUAL by H. 
John Ross. Office Research Institute, Miami, 
Fla., pp. 125, $4.50. 

A sound text on a subject about which 
few, if any, ‘‘how to do it’’ books have 
been written. This one tells how to design, 
write, reproduce and bind a_ procedure 
manual. Appendix includes samples of 
good manuals now in use and specimens 
of procedure sheets, paper stock and du 
plicating masters suitable for reproduc- 
ing procedures. The author believes we 
need an entirely new approach to writing 
instructions and his 
are the result of his 15 years experi- 
ence in procedures work. He admits he 
does not know all the answers but his 
convictions can be relied upon 
what he presents has been demonstrated 
to be usable. 


and issuing ideas 


because 


ANCHORS AWEICH! Stivers Office Service, Chi- 
cago, pp. 20, Free. 


This manual of an _ office 


employee 
service organization gives an inside pic- 
ture of how a service organization oper- 
Stivers employs hundreds of eleri- 
cal workers to provide business with 
temporary office help. 


ates. 


IN THE DARK ABOUT THE WAGE-HOUR LAW? 
Cincinnati Time Recorder Co., pp. 14, Free. 
Digests the Federal Wage-Hour Law 

and recent amendments in question and 
answer form. The booklet tells who must 
keep records and what records must be 
kept. It defines exempt and non-exempt 
employees, tells how to compute wages 
for salaried and hourly workers, lists 
penalties imposed for non-compliance and 
tells how to avoid them. 


THe Orrice—February, 1952 








With Changeable 
Print-Style Types 


SAVE ON TYPE-SETTING COSTS 


Now you can compose your own type 
for photo-offset, mimeograph or any 
other economical reproduction pro- 
cess. Vari-Typer, with its hundreds 
of instantly changeable type faces, 
evened margins and variable spa- 
cing, gives you type composition 
of which any print shop would be 
proud. Your typist does it.. and your 
savings multiply with any job from 
a pamphlet to a catalog. 


COMPOSING MACHINE 


== THE ABOVE TEXT WAS VARI-TYPED 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue J 
Newark 5, N. 3. 

Please send me Vari-Typer Booklet No. A416. 














Here’s Work Simplification 


in a new Do-it-yourself Kit Form 





You've never seen such a big money- 
saver in so small a package as the 
new Remington Rand Work Simpli- 
fication Kit. With this equipment you 
yourself can quickly bring your office 
routines up to the modern mark of 
step-saving, time-saving, cost-saving 


efficiency — for about the price of a 
good pencil sharpener! The Kit in- 
cludes a durable plastic Office Plan- 
ning Layout Template, also 500 
Process Analysis Work Sheets, and 
instruction manuals for both. Mail 
the coupon today for literature. 





Management Controls Library, Room 1660 
315 Fourth Avenue, New York 10 
Yes, | would like to have Booklet SPG 4173 


NAME 





FIRM_ 





ADDRESS 





ZONE__ STATE _____....- 














Tue Orrice—February, 1952 





Induction for Supervisors, Too 


BERNARD MINTZ 


Coordinator, Supervision and Office Management Programs, Intensive Business Training, 
City College School of Business, New York. 


UCH has been written about the 

job induction of new employees. 

Our professional literature is just 
chock-full of excellent plans for intro- 
ducing the new worker to his job. Com- 
paratively little has been said about 
another type of induction which carries 
an importance and significance of its 
own—that of breaking in the new super- 
visor. 

Not too long ago, while serving as a 
conterence leader for a supervisory 
training group, one of the members of 
the group submitted the following prob- 
lem: 

“T am an employee who has just re- 
ceived a promotion from the ranks to a 
supervisory position. I assume that in 
time I will become adjusted to my new 
job and carry out my duties efficiently. 
However, in the first few -weeks of my 
stewardship I have encountered the fol- 


lowing problems : 


“(1) What should my attitude be 
toward my former fellow employees in 
regards to discipline? Should I show 
them who is the “boss” right from the 
start and possibly antagonize them, or 
should I take it easy, proceed cautiously 
and possibly end up by having them 
walk all over me? 

“(2) What should be my social asso- 
ciations with them? Should I continue 
to lunch with them or have a drink with 
them as I have in the past? If I dis- 
continue this practice will I be looked 
upon as a snob and be resented thus 
making it difficult to obtain their willing 
cooperation? What course of action 
should I follow?” 

What about this fellow? Doesn’t he 
have a real problem? We must agree 
that he needs help to get him over these 
initial hurdles. In all probability his 
boss simply called him in and told him 
of his promotion. Maybe, too, in the 
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' job orientation still remains. 


excitement and exhilaration of those 
first few moments of glory, the boss 
outlined the technical duties of the new 
job. That outline was probably followed 
by a brief pep talk in which the new 
supervisor was told, “I have complete 
confidence in your ability to do well in 
your new job.” After that pat on the 
back, zoom—he’s on his own. 

Doesn’t the man making the promo 
tion realize that it is just as much a 
part of his job to properly induct this 
new supervisor as it is to induct a new 
employee? Most assuredly one does not 
have the problem of orienting the em- 
ployee to the company but the need for 
Job ori- 
entation for a supervisor is not just a 
matter of technical duties. A new super- 
visor’s human relations problems present 
many difficulties which be antie- 
pated. 

Let’s do a retake on this situation 
from the point where the new supervisor 
is just about to be informed of his pro- 
motion to the new job. Would this be 
an effective course of action to follow? 

1. First Conference with New Super- 
visor. This first conference with the new 
supervisor should begin with a full ex- 
planation of the duties of the new job. 
Certainly all of the technical aspects of 
the job should be covered at this time 
with a real attempt made to solicit his 
questions. The opportunity to ask any 
and all questions should be stressed. Em- 
phasize the fact that you consider no 
question is silly. Let him know that 
your door is always open for later ques- 
tions. 

Then you might proceed to anticipate 
some of the new supervisor’s human re- 
lations problems. A heart-to-heart chat 
about the problems faced by a man com- 
ing up from the ranks might cover such 


(Continued on page 142) 











668 JUST don’t know what’s wrong 
with our office workers.’ We've 
never had such turnover in clerical 

personnel before,” an executive re- 

marked to me recently. “We have a good 
pension plan, our salaries are in line, we 
have liberal sick leave and vacation poli- 
cies—still we have to fill some clerical 

positions two, and even three, times a 

year.” 

Executives all over the country are 
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A. Devaney, Inc., N. Y. 


What's Wrong 
\ With Our Office Workers? 


\ HORACE G. CROCKETT 
President, Association of Consulting Management Engineers. 
Partner, McKinsey & Co., New York. 


voicing similar thoughts these days. 
Some are inclined to rationalize the 
problem as a sign of the times. Clerical 
positions, they say, are relatively easy 
to find since office employees are 
currently in short supply in most sec- 
tions of the country. A reduction in the 
number of available jobs, they reason, 
would be immediately reflected in lower 
turnover. 

Undoubtedly a part of the problem 
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can be attributed to the times. High 
taxes, the rising cost of living, and the 
unsettled foreign situation have fostered 
an undereurrent of restlessness, in- 
security, and _ dissatisfaction. Many 
employees, consciously or unconsciously, 
get temporary satisfaction and trans- 
itory relief from this external pressure 
and tension by quitting their jobs, safe 
in the knowledge that they ean find 
others at the same or better salaries 
almost immediately. 


On the other hand, a large part of the 
pri blem must be attributed to a failure 
ot office managers to recognize the 
changes that have taken place in the 
office over a period of years. Not fully 
aware of these changes, many executives 
have yet to adjust their thinking to the 
new problems our changed economy has 
created. Two of the important changes 
that exert a strong influence on the 
present rate of turnover are: 

1. Today’s office attracts fewer career 
employees than the office of 20 years 
ago. 

2. Today’s office has a larger percent- 
age of repetitious, monotonous clerical 
jobs. 

Let us briefly examine the history of 
these changes so that we can determine 
what can be done to counteract their 
effect. 

Since the middle thirties, salaries for 
office employees in most companies 
have increased at a much slower pace 
than wage rates for plant empioyees. 
As a result the office has lost much of 
its appeal to the type of young man 
that once started his career on routine 
functions and advanced over a period 
of years to a supervisory or executive 
position. The large percentage of these 
young men, unless specially trained to 
step immediately into supervisory posi- 
tions, now prefer production or selling 
jobs to office jobs. Thus the office has 
seen its one-time primary source of 
relatively permanent personnel gradual- 
ly disappear. 

Clerical office functions in recent 
years have been taken over at an in- 
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creasing rate by young women, the 
majority of whom are not motivated 
as were their male predecessors by the 
potential opportunity of a career as a 
reward for outstanding performance. 
To them, in most cases, a job is merely 
a means of livelihood for the relatively 
short period between school and mar- 
riage and perhaps a year or two after 
that. Not desiring careers, most women 
are reluctant to suffer through onerous 
tasks with an eye to a bright future. 
They are primarily concerned with what 
their present, and perhaps only, jobs 
have to offer and therefore require 
little provocation to start on the seareh 
for new jobs. 


In the past 15 years the offices of 
most companies have grown consider- 
ably. This expansion has come as a 
result both of business growth and of 
the need for additional records as the 
government has imposed an increasing 
burden on business through social secur- 
ity, withholding taxes, CMP and other 
laws and regulations. The heavy paper- 
work accompanying this expansion has 
created bottlenecks where none existed 
before. It has fostered a wider appliéa- 
tion of production line methods in the 
office which, in many instances, has 
materially increased the number of fe- 
petitive, monotonous clerical jobs. The 
inability of most employees to develop 
an interest in such jobs invariably 
makes other pastures look greener, par- 
ticularly when jobs are easy to find. 


These are but two of the changes 


that have gradually transformed the 
office and have created the conditions 
that currently contribute to high turn- 
over. They serve to indicate, however, 
that the situation calls for a new set 
of ground rules. The old “office boy to 
president” concept no longer applies. 
Traditional office practices of holding 
out future opportunities as recompense 
for uninteresting, and often lengthy, 
apprenticeships no longer gain many 
adherents. Since the office worker of 
today is primarily concerned with the 
present, today’s job must stand or fall 
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own merits. 


foregoing 


on its 

The 
mitended as an unfavorable comparison 
of today’s office with the “good old 
days”. Rather they are a plea tor 
recognition of things as they are and 
for a regard for the human 
element as the means of correcting 
“what’s wrong in the office’. 

People generally like to do those 
things they do well and office employees 
are no exception. Recognize this and 
keep the job simple so that an employee 
can master it in a relatively short time. 
With proficiency the employee gains 
the inner security that comes only with 
a working knowledge of the assigned 
job. The more rapidly this sense of 
security can be developed, the less likely 
is personnel turnover. 


statements are not 


greater 


For example, one of our client com- 
panies had an extremely difficult inven- 
tory control job in which the clerks 
posted stock records trom assembly 
ills of material. These bills included 
steel shapes and bars for which usage 
had to be computed before the appro- 
yriate entry could be made. They also 
Meluded sub-assemblies, many of which 
had to be broken down into usage of 
Individual components, plus a variety 
of uncomplicated items such as nuts and 
bolts. The records were set up by 
Plants, and each clerk processed the 
gomplete bills of material and maintain- 
é@d the inventory for a group of prod- 
ucts fabricated at a single plant. 

The job, at a conservative estimate, 
required a training period of six months 
to a year betore a clerk could work 
more or less independently. As a result 
of expanding business in recent years, 
the company enlarged the inventory 
section and hired additional personnel. 
At the end of a year, however, the 
management was right back where it 


had started because no new employees 
would stick on the job long enough to 
learn it. 

The company finally 
lem by 
records by 


solved the prob- 
rearranging the inventory 


classes of material rather 
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than by plant and by having the bills 
of material processed by these ¢lasses 
rather than as units.’ Now the newer 
clerks post the simpler classes ot mater- 
ials: nuts, bolts, and the like. They 
then pass the bills of material to more 
experienced clerks who record the 
entries on sub-assemblies. They in turn 
give the bills to the most experienced 
clerks who compute the steel shapes and 
bars. 

When this system was installed, turn- 
over in the section dropped immediately 
and overall output Although a 
new employee still takes six months to 
a vear to gain proficiency in the more 
difficult computations, the delay is no 
longer a problem. The neweomer can 
now progress through a series of inter- 
mediate positions that individually re- 
quire a minimum of additional training. 

People generally like to do those 
things that hold their interest. While 
it is not always possible in an office to 
assign everyone a job that could be class- 
ified as interesting, many repetitive, 
monotonous clerical functions can be 
made less distasteful. This point in no 
way contradicts our suggestion to keep 
the job simple. It is not the simplicity of 
the job that kills interest but the lack 
of variety. 

As an illustration, one of our clients 
was disturbed by the high turnover in 
his billing department. Steady typing 
of invoices from morning to night, day 
atter day, did not appeal to many 
employees for very long. Recognizing 
this deficiency, our client changed the 
job content. Now during the last hour- 
and-a-half each day, the billing clerks 
complete the processing of the invoices 
they typed that day. They distribute 
the copies, prepare the invoices for 
mailing, establish dollar billing controls 
and correct errors. In any remaining 
time at the end of the day thev start 
on the next day’s work. This distribution 
and control clerks, whose jobs practi- 
cally disappeared as a result of the 
work reassignment have taken over as 
additional billing clerks. The net result 


rose, 
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Avoid Monotony < 


Keep the Job Simple 


see, 


_ 


Assign Responsibility 


has been a substantial reduction in turn- 
over without any loss in overall produc- 
tion—another indication that a regard 
for the human element does not neces- 
sarily inerease costs. 

People like to feel that the things 
they do are important. When an office 
worker believes the work he or she per- 
forms serves an essential purpose and 
is recognized as an important function 
by others, his job satisfaction and in- 
terest increase and he is less likely to 
grow restless. A client of ours had 
installed one of the so-called “bookless 
bookkeeping” plans on accounts receiv- 
able. This plan, under which invoice 
copies were filed and matched with sub- 
sequent cash remittances, eliminated the 
need for the usual accounts receivable 
ledger. Several groups of clerks shared 
the work of maintaining the records. 
One group was responsible for the con- 
trols; another, for filing the invoice 
copies by customer; another, for hand- 
ling and applying cash remittances; 
and . a fourth, for preparing state- 
ments and handling collection follow-up. 

The installation was not progressing 
satisfactorily. Ledger controls were 
out of balance, no transfer journals 
were prepared when invoices were 
transferred between controls and cash 
was misapplied. The clerks showed 
little interest in correcting the situation 
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for the age-old reason that everybody’s 
responsibility is nobody’s. 

To get the installation back on its 
feet, the company radically revised job 
assignments. It divided ledger controls 
into several groups and placed a group 
leader in charge of each. The group 
leaders were each assigned several 
clerks, whose activities were limited to 
the complete maintenance of an indi- 
vidual group of ledgers as it applied to 
filing invoices, applying cash, preparing 
statements and running trial balances, 
Each group leader, in turn, was responsi- 
ble to the central control group, with 
whose figures those of the individual 
groups had to balance. The improve- 
ment by the end of the first month 
was surprising. Each clerk was now 
responsible for a specific task against 
which both she and others could measure 
her accomplishments. The change re- 
quired no additional personnel and, 
over a period of months, friendly rivalry 
developed between the groups had in- 
creased accuracy to the point where the 
month-end overtime previously required 
for balancing was entirely eliminated. 

These illustrations, along with hund- 
reds of others in our experience, strong- 
ly indicate that an understanding of the 
human element goes a long way toward 
correcting what’s wrong with our office 
workers. 
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Advertising Agency’s Office Work 


WILLIAM HURD HILLYER 


INSTEIN, the super-thinker, would 
face problems worthy of his genius 
if set down in the offices of a great 
advertising agency, such as Young & 
Rubicam. He would find himself sur- 
rounded by moment-to-moment, place- 
to-place activities of a unique sort, akin 
to his own world of relative and inter 
related values. With mathematical pre- 
cision and sequence, the advertising 
agency’s paperwork seeks to link trade 
with ideas, somewhat as Einstein inter- 
prets ideal geometries in terms of ma- 
terial experience. ' 
The advertising agency business Is a 
more complex ealling than the business 
public realizes. To begin with, it oper- 
ates in two specific dimensions, space 
and time. Space, of course, is a mat- 
ter of publication media, such as maga- 
zines and newspapers. Time refers not 
only to radio and television, but to the 
timing of publication insertions and the 
race of diligence against 


consequent 
deadlines. 

The ageney’s work differs trom that 
of the average industry or profession, 
because its essence is the objectifying ot 
sales imagination for the account of an 


approving ¢lient. To accomplish this, 
an agency must have a mechanical pro- 
duction department, as well as a super- 
visory department, and such important 
entities as art and copy departments. 
Under mechanical production there 
must also be departments of purchasing 
and proofreading, the former having 
to do with such things as typography, 
engraving, and the like. All of these 
furnish mill-grist for our accounting 
department. 

The accounting department, having : 
wide variety of responsibilities extend- 
ing beyond the purely accounting phase, 
is of necessity a fairly complex group. 
On the accounting side alone it is con- 
cerned with the entire range of ac- 
counting and auditing principles, com- 


co 
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plicated by certain basic requirements 
of advertising agency accounting prac- 
tice. For example, the agency must 
collect from the client for the invoices 
it renders before it makes payments to 
media. This is important since the 
amount of advertising actually run by 
clients is so large that the agency itself 
could not reasonably be expected to 
have a sufficient amount of cash on hand 
to pay for all such advertising, as well 
as its own operating expenses. The 
single process of billing clients is, in 
itself, a complex one requiring a con- 
stant supervision of many correlating 
factors. 

Let us say that Y&R ran a full-page 
magazine ad, Client will pay the cost 
of layout submitted to him, finished 
art-work, plates, typography, electro, 
mailing to magazine, and the full-page 
space itself—seven separate bills that 
must be handled and rendered for a 
single advertisment. Now let’s say this 
client wants also an ad in 500 news- 
papers, for each of which an electro, 
mat or stereo will be needed and a bill 
rendered to the agency. Furthermofe, 
there'll be 500 bills from the news- 
papers, each to be checked. 

If there’s a radio or TV program to 
augment the campaign — time, talent 
and payroll with appurtenant tax 
records—and if in addition there are 
300 billboards with art and lithography, 
the client will have had one ad in eagh 
ot four media, and the agency will have 
received 800 to 900 bills that it must 
pay and be paid for. 

All this paying and getting paid is 
futile unless the agency knows its com- 
pleted-operation costs and how much it 
can afford to spend. Hence, Y&R main- 
tains both cost accounting and budget 
control. Then, too, accounting must 
figure how much of the gross income 
belongs to Uncle Sam: over seventy 
Federal and State tax regulations have 
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to be observed. In addition, the ac- 
counting department 

(a) keeps records of all corporate 
agreements and meetings; 

(b) arranges for annual audit and 
maintains a system whereby any client 
‘an send in his auditors and audit 


Y&R books in a single day; 

(ce) is responsible for the whole So- 
cial Security program, Group Liability 
insurance, hospitalization plan deduc- 
tions; 


(d) checks every advertisement placed 
in newspapers to see that it actually 
appears and prints well; 

(e) pays the agency’s operating ex- 
penses — such as rent, salaries, elee- 
tricity, telephone, traveling, ete. 

The contact department can be de- 
pended upon to spark a connection be- 
tween almost any center of the firm’s 
activity and any center appropriate to 
the project in hand. The contact de- 
partment is made up of contact super- 
visors under whom function a group of 
account executives or contact men. Con- 
tact, either in the person of contact su- 
pervisors, contact men or in some in- 
stances both, has such multiple re- 
sponsibilities as ordering production of 
copy and layout, securing client ap- 
provals, effecting liaison between copy 
and merchandising, between merchan- 
dising and public relations. These men 
are the contacts between the ageney and 
the clients as well as between various 
components of the agency operations. 

Active in crystallizing and speeding 
up the 60-odd expert services offered 
by Y&R to its clients is traffic, that 
other composite entity, whose job is to 
get the work out. When a schedule for 
printed media has been approved, the 
traffic department prepares a working 
schedule for initiating and completing. 
This schedule sets forth (a) master ad 
and its needed adaptations, (b) pub- 
lication issue closing dates and space 
sizes, (c) numbers assigned to each ad 
for ready identification. Copies of the 
schedule are supplied to contact and 
mechanical production. Traffie further- 
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more initiates copy and layout by is- 
suing the publication production order 
which includes ad number, publica- 
tion(s) wherein to be run, particular 
issue and space, dates when copy should 
be ready for layout, and time when 
completed copy and layout must be 
ready for submission to client. The pro- 
duetion order usually sets a due date of 
45 days prior to publication closing 
for black and white and 80-90 days 
for color. 

After the production order has been 
issued, traffic follows its progress step 
by step. Upon receiving the copy manu» 
script from the copywriter, traffic issues 
a layout order, three copies going to 
the art traffic manager and a fourth 
retained by traffic (general) as a re 
minder. 


Visible germ of the ad-project now 
comes into being in the shape of an 
idea rough, really a sketch layout pre- 
pared by the art department and sub- 
mitted by traffic to contact dnd copy 
for approval and comment. Thereafter 
the idea rough is returned by traffie 
to art, which hands back the finished 
layout to ‘traffic for resubmission 
through contact to the client. 

Following client’s approval, contaet 
returns both copy manuscript and fin- 
ished layout to traffic, which issues or- 
der for finished art to the art depart 
ment. This form specifies due date and 
covers drawings, paintings, photos, hand 
lettering and the like. If there are no 
changes, artwork is turned over to con- 
tact, along with copy manuscript and 
layout. Upon obtaining client’s ap- 
proval, contact returns all material to 
traffic, who submits the approved copy 
and hand lettering, if any, to the eopy-" 
reader. 

If the same ad is adapted for use in 
,various publications, traffic initiates and 
procures adapted copy manuscripts and 
layout as production guides. For each 
publication, traffic issues an additional 
order, using the same layout order as 
at the start, following the same pro- 


(Continued on page 135) 











An Outdoor Advertising 
Accounting System 


o the Society of Sidewalk Super- 
intendents and Excavation Obser- 
vers a billboard change is something 
of a busman’s holiday. Watching work- 
men handle paste bucket, brush and 
long strips of flimsy paper—especially 
in a stiff breeze—has its moments, but 
by-and-large it’s a bit small-scale and 
unspectacular to folks usually occupied 
with gazing into gaping holes in the 
ground; admiring the deft handling of 
a snorting steam shovel or bracing 
themselves for the mild shock of a steel- 
blanketed dynamite charge. 

To organizations such as Pacific Out- 
door Advertising of Los Angeles, there 
is little that is simple or routine about 
their operations. Whether the paper- 
Work is that slap-dash business with the 
fong-handled brush and the huge and 
@wkward sheets, or the paperwork 
Which takes place in the office keeping 
frack of all the control elements in- 
Yolved in the handling of 3.000 


some 


signs (or “plants” as they are known in 
the industry) is a business requiring 
good office work and carefully devised 
control procedures. 

Pacific Outdoor’s president, V. A. 
Bradfield, sums it up this way: “We 
have 3,000 plants in Los Angeles alone. 
Fach them is a valuable show 
window for advertisers; a conspicuous 
workshop for our crews and they used 
to be headaches for us before we in- 
stalled tabulating equipment in our 
offices. We formerly kept three separate 
records tor each plant. One was for the 
location and such faetors of advertising 
desirability as approach and circulation 
of people past the plant. Another 
record was more or less legal and was 
econeerned with the rental arrangements 
which we made for each plant. The 
third record had to do with the actual 
sign work and the time put on changes, 
upkeep and repair. 

“Under the previous 


one ol 


system, four 


Pacific Outdoor's 
president, V. A. 
Bradfield, and his 
accounting machine 
operator. 
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. a 
president, 
Outdoor Advertis- 
ing, Los Angeles, 
reviewing sales con- 
trol reports. 


Bradfield, 
Pacific 


clerical workers were assigned to main- 
taining the three sets of records. Today 
we have better controls kept on a more 
up-to-the-minute basis; supplies costs 
are lower and only two clerks are re- 
quired for the whole job, the others 
being released for duties elsewhere in 
the office.” 

When Pacific Outdoor decided their 
old control procedures were inadequate 
and expensive and that their valuable 
one-of-a-kind records were insufficiently 
protected, they called in a Remington 
Rand tabulating man who showed them 
how they could combine three records, 
and automatically control the infor- 
mation recorded thereon by means of an 
installation of Kardex and punched card 
equipment. Included in this are six 
Safe-Ledger trays, each of which houses 
two Kolect-a-Matic trays. 

The ledger trays are 
(portable) equipment, 


point-of-use 
being mounted 
on rubber-tired wheels, and give the 


records protection against fire and 
tampering. When the top of a unit is 
opened, the record card trays raise into 
working position. When the top is 
closed, the trays lower and are sealed 
off against fire. The trays hold slides 
on which are celluloid-tipped pockets 
for the cards. 

The new forms consist of three simple 
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parts. One is the title insert which fits 
into the celluloid tip and is visible at 
all times. On this title insert is typed 
the location of the plant, the location 
code and the lease number. Plastie 
signals code important time elements 
and other data, saving much posting 
detail work. The second part is the 
ledger card which is filed loose in the 
pocket so that it can be easily removed 
for automatic, high-speed machine post- 
ing by which punched ecards are pre- 
pared as a by-product of billing and 
other accounting machine operations, 
This automatic preparation of the cards 
is achieved through synchronizing the 
accounting machine and the tabulating 
punch so that as the operator works on 
procedures handled by the first machine 
the punch is actuated to prepare the 
cards. These cards are subsequently 
used in the tabulating equipment (the 
alphabetical and numerical tabulator— 
25,200 cards an hour—sorter, verifier, 
summary punch, ete.) to prepare 
reports, statistical compilations and 
accounting media. 

This ledger card earries all infor- 
mation regarding the payee (the person 
or company from whom Pacifie Outdoor 
leases the plant) and is a detailed 
record of rental expenses. Simultan- 

(Continued on page 135) 
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Exterior of the new 
offices and plant of 
Tinnerman Products, 
Inc., (above) showing 
stone - trimmed, butt 
face-brick facade. The 
cafeteria (left) seats 
500 for meals and can 
be quickly converted 
into an auditorium for 
1000. The main cleri- 
cal area in the general 
offices appears below. 
Designed by McGeorge- 
Hargett & Associates; 
built by Sam W. Em- 


erson Co. 
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Tinnerman Building 
Wins ClevelandAward 


Offices in the new 2-million-dollar 
plant of Tinnerman Products, Inc., in 
Brooklyn Village, Cleveland. Known as 
the manufacturers of the Speed Nut, 
the firm's one-story building won the 
Cleveland Chamber of Commerce 
annual small-building award. Two views 
of the reception room are shown on 
this page. It has a multicolored terrazzo 
floor with black marble base molding 
and a glass-block front. Other views 
are shown on page opposite. 








Younger Office Employees 
Often Neglect Their Eyesight 


NADEQUATE eyesight is a handi- 

cap to at least one out of three em- 

ployees in business and industry, ac- 
cording to a study made by the Amer- 
ican Optometric Assn., covering millions 
of employees in hundreds of companies. 
Almost all of this visual inefficiency 
could be prevented or corrected by 
proper care. With the aid of modern 
science almost everybody can have vi- 
sion that is up to par or better for 
his job and for his recreational activities 
off the job. 

Good vision is essential to safety in 
eneral. Every safety director has 
Foard an employee say, “I didn’t see,” 
after a serious accident. Here are some 


of the essential visual requirements for 


Bafety and job performance: 
| 1. Distant acuity—clearness of vision 
for each eye separately and both eyes 
gether at a distance of 20 ft. 
2. Near acuity—clearness of vision 
for each eye separately and both eyes 


When you have your eyes examined, tell the 
doctor your exact work requirements. 


together at the critical working distance, 
depending on the job. 

3. Depth perception—ability to judge 
distance and space relationships so as 
to see things where and as they actu- 
ally are. 

4. Field of vision—ability to see over 
a large area to right and left and up 
and down while focused on a point. 

5. Color discrimination—a shortcom- 
ing of about 8% of all men and about 
1% of all women, and more important 
in some jobs than others. 

“There are important differences in 
visual requirements for different jobs,” 
according to Dr. E. H. Westland, chair- 
man of the optometrice association’s oc- 
cupational vision committee, who has 
long been a consultant on vision for 
industry. “A truck driver must have 
good distance vision for travel on the 
highway, good near vision for the paper- 
work he must perform in connection 
with his loads, depth perception for 
judgment in passing other vehicles on 
the road and in parking, field of vision 
to detect danger from the side, and 
color vision to interpret road lights and 
identify color markings often used to 
distinguish different types of goods in 
his cargo. Most business and industrial 
jobs today require critical seeing within 
arm’s length, and it is our near-point 
vision that deteriorates first. Nature 
apparently intended man to be an out- 
door animal. His vision is best suited 
to primitive life when man lived out 
in the open in natural light, looked 
away to the horizon or stalked an animal 
a few yards ahead of him. Modern 
civilization places many burdens on our 
eyesight, and artificial aids are needed 
to protect it and bring it up to par 
as it declines in efficiency with age and 
improper use.” 

Dr. Westland said that two out of 


(Continued on page 96) 


THe Orrice—February, 1952 





the incomparable 
Burroughs © 
Sensimatic 
aceounting machine 


SERIES 200 


Providing more of the answers that are 


helping America get things done! 


Today America has to get big things done—in a hurry. Never 
before has efficient production been so vital ... never before 
have production goals been so ambitious. 


More production requires more facts—more on-time infor- 
mation for formulating productive plans . . . for controlling 
efficient operations. 


American business is getting these facts from the sensational 
new Burroughs Sensimatic with multiple registers. 


The Sensimatic meets the accounting requirements of every 
business. Its exclusive “mechanical brain” guides it with 
amazingly swift simplicity. It changes from one job to another 
instantly —at a turn of the job selector knob. 


And, with all its unique advantages, the Sensimatic costs 
hundreds of dollars less than any other accounting machine 
which even begins to approach its usefulness. 


Call your Burroughs office for a demonstration today —see 
how you can start getting more things done tomorrow. 
Here's the source Burroughs Adding Machine Company, Detroit 32, Michigan. 
of Sensimatic magic! 
This is the Sensimatic’s mechanical 
brain—the control panel that directs WHEREVER THERE'S BUSINESS THERE'S 
it through any four separate accounting 
operations in any combination. The 4 
operator turns a knob—the Sensimatic Bu rroughs 
is ready for any job! Any number of 


control panels can be used, 








M-P Freight Offices 


Air view (above) shows the two-story 
office building (right) at the north end 

of the new Missouri Pacific Lines’ five- 

acre consolidated freight terminal in 

St. Louis. Fitst floor contains the 
agent's and cashier's offices, wash and = 
locker rooms. General offices (below) % 
are on the second floor. Worker with 
Teletype (at right) is typing fanfold 
freight bills. 























LASTS LONGER BECAUSE IT’S STRONGER—HOLDS MORE INK 


Wi-Teat 


THE SENSATIONAL NEW 





DEVELOPED BY 


O10 Town 


Here’s a revolutionary new ribbon 
that is really rugged—by far the best 
you’ve ever seen — built to go the 
distance and then some. HI-TEST 
has all of Nylon’s long wearing 
qualities PLUS a wonderful new 
absorbency 





WONDERFUL 
———"T HOLDS MORE INK.” 








Manufacturers of duplicating machines, 
carbon papers and ribbons 
Brooklyn 17, New York 


* 
AF ‘vee --++ blended with 


Nylon under a special formula developed 
by OLD TOWN engineers results in a 
thin, strong ribbon with miles of extra 
wear and sharper, clearer impressions. 








i 
“SAVES TIME AND MONEY 
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Chicago 
Seminar 
and 
Exhibit, 
Feb. 25-28 


iE 10th annual seminar to be con- 
ducted by the Office Management 
Assn. of Chicago (Chicago Chapter 
of National Office Management Assn.) 
and Northwestern University will be held 
at the Conrad Hilton Hotel (formerly 
ithe Stevens), Chieago, February 25-28. 
SThis year’s program investigates the 
‘better use of management, manpower 
Sand methods in 1952 to promote office 
Befticiency. Management continues to 
face the double problem of producing 
Por defense and of supplying an expand- 
ed civilian market. This conference is 
lanned to help management in the so- 
tion of its current problems to do 
More with less—less manpower, less ma- 
terial and less time. 
The meeting will open with a luncheon 
on Monday, February 25, when Dr. J. 
Roscoe Miller, president, Northwestern 
Dniversity, will weleome the registrants. 
To get the program off to a flying start, 
W. A. Patterson, president, United Air 
Lines, will deliver the keynote speech. 
Mr. Patterson has been associated with 
the air transportation industry since 
1929 and has been the chief executive 
officer of United Air Lines since 1934. 
A balanced and stimulating program 
featuring such recognized experts as 
Leonard Spacek, managing partner, Ar- 
thur Andersen & Co.; Louis Duenweg, 
Detroit Edison Co., and Russell Cans- 
ler, Northwestern University, will ex- 
plore the effective utilization of man- 
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OMAC EXHIBITORS 


Acme Visible Records, Inc. 
Addcomogreg Saanareen Corp. 
Allen Wales Adding Machine Agency 
All-Steel Equipment, Inc. 

American Automatic Typewriter Co. 
American Lithofold Corp. 

American Perforator Co. 
Anderson-Church, Inc. (Soundscriber) 
Art Metal Construction Co. 

Edwin C. Barnes & Bros. (Ediphone) 
Bircher Co. 

G. W. Boehm Co. 

Boom Electric & Amplifier Co. 
Charles Bruning Co. 

Burroughs Adding Machine Co. 
Business Control Systems (Visirecord) 
Business Efficiency Aids, Inc. 
Chicago Evening Schools 
Clary Multiplier Corp. 
E. Conway, Inc. 

Ralph C. Coxhead Corp. 
Cummins-Chicago Corp. 
Davidson Corp. 
Dictaphone Corp. 
Diebold, Inc. 

Ditto, Inc. 

Duplicopy Co. 

Elliott Addressing Machine Co. 

Friden Calculating Machine Agency 

General Fireproofing Co. 

Gray Audograph Corp. 

Griswold & Co. 

Jones Commercial High School 

Lee F. Kollie, Inc. 

Le Febure Business Systems 

Marchant Calculating Machine Co. 

Marr Duplicator Co. 

Marshall Field & Co. 

Marshall-Jackson Co. 

Master Addresser Co. 

McBee Co. 

McCaskey Register Co. 

Monroe Calcclating Machine Co. 

Mosler Safe Co. 

Multistamp Chicago Co. 

National Cash Register Co. 

Office Eauipment Co. of Chicago 

THE OFFICE Magazine 

Office Management Assn. of Chicago 

Office Management & Equipment 

Pitney-Bowes, Inc. 

Powers-Samas Accounting Machines (Sales) Ltd. 
Rand McNelly & Co. 

Record Controls, Inc. 

Recordak Corp. 

Remington Rand, Inc. 

Rex-O-Graph Sales & Service 

Robotyper Corp. 

Rockwell-Barnes Co. 

Rol-Dex Div., Watson Mfg. Co. 

Royal Typewriter Co. 

Simplex Time Recorder Co. 

Spak & Natovich, Inc. 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 

Statistical Tabulating Co. 

Stenographic Machines, Inc. 

Stivers Office Service 

Tallman Robbins & Co. 

Tiffany Stand Co. 

Todd Co. 

Triner Sales Co. 

Victor Adding Machine Co. 

Weber Addressing Machine Co. 

Wheeldex Chicago Co. 

Workman Service, Inc. 
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THE TAIL OF A SHIRT. . . Those fine broad- 


cloths you wear make for fine paper, too! Rising purchases fresh cotton 
clippings — manufacturers’ ends—to produce its rag fiber content. 
Selects pulp with the same care . . . drawing from only those sections of 
the country that are famous for pulp of highest grade. All the more rea- 


son why you can count yp. A 
on Rising Peper as... Fine Paper at its BEST! 





If you're interested in letterheads, you should be receiving Rising’s ‘‘New Letterheads of the Month” mailing . . . 
Just write “Office Service.” 


Fine Paper at its BEST. pat 
a 4 V 4A 
ai . in the scenic Berkshires 


rs >» 
ee hd as 


RISING PARCHMENT (100% Rag) * NO. 1 INDEX (100% Rag) * RISING BOND (25% Rag) 
PLATINUM PLATE * LINE MARQUE (25% Rog) * INTRALACE TEXT 
HILLSDALE VELLUMS AND BRISTOLS (25% Rog) * WINSTED VELLUMS AND BRISTOLS 

Rising Paper Company, Housatonic, Mass. 








OMAC Seminar Program 


MONDAY NOON, FEBRUARY 25 


WELCOMING ADDRESS: Dr. J. RoScoE MILLER, President, Northwestern 
University. 

KEYNOTE ADDRESS: WILLIAM A. PATTERSON, President, United Air 
Lines. 


MONDAY AFTERNOON, FEBRUARY 25 
HOW TO GET GOOD MANAGEMENT: LEONARD SPACEK, Managing 
Partner, Arthur Andersen & Co. 


TUESDAY MORNING, FEBRUARY 26 


EDUCATION & TRAINING FOR BETTER USE OF MANPOWER: 
RUSSELL N. CANSLER, Director, Evening Division School of Commerce, 
Northwestern University. 

WORK SIMPLIFICATION LEADS TO BETTER EMPLOYEE UTILIZA- 
TION: Louis DUENWEG, Training Coordinator, Detroit Edison Co. 


TUESDAY AFTERNOON, FEBRUARY 26 
SALARY ADMINISTRATION & STABILIZATION (Panel): J. W. REEs, 
Assistant Vice President, Pure Oil Co., Moderator. 
TUESDAY EVENING, FEBRUARY 26 


meas tow BANQUET: Hon. EVERETT M. DIRKSEN, U. S. Senator for 
llinois. 








WEDNESDAY MORNING, FEBRUARY 27 


F ADVANCEMENT IN MECHANIZATION OF OFFICE OPERATIONS: 


Ray R. EPPERT, Executive Vice President, Burroughs Adding Machine 
d Co. 
* A WOMAN’S PLACE IN MANAGEMENT: VERA GREEN, Secretary & 
. Assistant Treasurer, Botwinik Bros. of Mass., Inc. 


wealth Edison Co. 


MANAGEMENT, 





ae: 


WEDNESDAY AFTERNOON, FEBRUARY 27 


ABSENTEEISM—A HEALTH & SAFETY PROGRAM FOR THE 
OFFICE: Dr. BENJAMIN F. LOUNSBURY, Medical Director, Common- 


MANPOWER AND METHODS: Harry L. 
Assistant Secretary-Treasurer, Pure Oil Co. 


WYLIE, 








power and methods in the modern office. 
These speakers will discuss the various 
factors which go to make up a smoothly 
functioning management team. These 
authorities and others are expected to 
attract almost 1,000 office and business 
executives from all over the middle 
west. ° 

Other features of this year’s seminar 
are the audience participation discus- 
sions like the panel moderated by J. 
W. Rees, assistant vice president, Pure 
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Oil Co., on salary administration and 
stabilization; and the enlightening ques- 
tion-and-answer periods which will fol- 
low each talk. Among the authorities 
listed in the program are Dr. Benjamin 
F. Lounsbury, Commonwealth Edison 
Co.; Harry L. Wylie, Pure Oil Co., 
Ray R. Eppert, Burroughs Adding Ma- 
chine Co.; and Vera Green, Botwinik 
Bros. of Mass., Ine. All will discuss 
their specialties (see program). 

The speaker at the annual banquet 
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“Under One Hat’... 


ALL INDIVIDUAL RECORDS: 


Ledger Accounts 
Sales Records 


Credit or 
Collection Records 


Employee Records 
Stock Records 


Cost or Production 
Records... etc. 


eens 
Minben 
4] WORKING ASSET 


Free Folder tells how this BOORUM & PEASE COMPANY, 
portable, multiple unit 84 Hudson Avenue, Brooklyn 1, N. Y. 


keeps as many as 6,000 Please send me, without obligation, free booklet giving all the 
individual records ‘‘under facts about B & P Visible Records. 

one hat’’— instantly visible NAME 

for reference or posting. COMPANY 

Get all the facts without ADDRESS 

obligation. Clip and 

mail the coupon today. 
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Machines save us °32,000 a year!" 


-~THE MERCHANTS NATIONAL BANK of INDIANAPOLIS 


‘We estimate that our six National 
Accounting-Proof Machines save us 
$32,000 a year, repaying their entire 


cost in the first twelve months. 


‘In addition to reducing our expense, 


correspondents at all times. 
‘Such improved service and lower 
operating costs are difficult to achieve 


these days. We thank you and your 


these modern machines enable us to 


get peak efficiency and give the best 


service to our customers and 


That is what Mr. Frenzel has to say 
about the new Nationals used in his 
Merchants National Bank of Indiana- 
polis. He is also the Chairman of the 
Board of the Indiana Trust Company, 
Indianapolis, which also uses National 
eaipment. 

Shown above are National's NEW 
Central Control and Proof Machines, 
with an exclusive combination of 
time-and-effort-saving features that 
cut bank proof-accounting costs. 

There are National Machines to 


THE NATIONAL CASH REGISTER COMPANY 
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organization for the splendid results.’ 
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The Merchants National Bank 


cut costs in every size and type of 

business. On some jobs, they do two- 

thirds of the work automatically; often 

return their entire cost the first year. 
Let the local National representative 

—a trained systems analyst—show 

what you can save with a National 

Accounting Machine, 

Cash Register, or Add- 

ing Machine adapted 

to your needs. 


Call your local National 
representative for your 
free copy of “How to 
Save Money on Your 
Accounting’ —or write 
us at Dayton 9, Obto. 


ACCOUNTING MACHINES 


CASH REGISTERS» ADDING MACHINES 











— 
a” BUSINESS 


SUPPLIES by 





For more operating efficiency— 
in your office, in your warehouse 
Or in your factory—make sure 
that your business supplies 
carry the ENNIS name—first 

| name in America for fine 
paper products for general 
business use. Buy them from 
your dealer now. 


Ask your dealer 
for ENNIS 
products... 

he’s sure to have 
them! 


TAG & SALESBOOK CO. 


Manufacturers of Paper Products 

Factories at Ennis, Texas ¢ Chatham, Va. 
Branches in Houston, Dallas, Birmingham, New 
Orleans, Albuquerque, Los Angeles, Denver, 
St. Louis, St. Paul and New York 


YOUR OFFICE 
NEEDS THEM 





meeting on Tuesday evening, February 
26, will be Sen. Everett M. Dirksen of 
Illinois who, before his election to the 
U. S. Senate, served eight consecutive 
terms as a member of the House of 
Representatives. The increasing  in- 
fluence of national and foreign affairs 
on business will make Sen. Dirksen’s 


address particularly timely. 
All available space in the huge ex- 


hibition hall of the Conrad Hilton Ho- 
tel will be occupied by the business 
show. Here 77 of the nation’s leading 
manufacturers of office equipment will 
present the most complete display of the 
latest aids to office efficiency in action. 
Incorporating the latest scientifie ad- 
vancements, this exhibit is expected to 
attract more than 30,000 interested 
executives and office workers. 








held until more is or- 
dered by the same buy- 
er. Bills of lading are 
prepared if needed and 
customer’s address plate 
is pulled. Merchandise is coded accord- 
ing to warehouse location and the or- 
der goes down a vertical chute to the 
warehouse below. After order is filled, 
the papers return upstairs between two 
facing and touching belts. Then aifother 
horizontal conveyor carries the papers to 
the pricers (right). Carbon copy is 
shipped with goods, original goes to ac- 
counts receivable. The conveyors were 
made by Lamson Corp. 
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Paperwork Conveyors 
In Philadelphia Office 


Smith, Kline & French, Ine., Phila- 
delphia, distributes some 30,000 drug- 
store items and uses belt conveyors for 
their order-shipping procedure. Tele- 
phone orders are taken by 16 girls 
(left) who type the order form and one 
carbon copy. The form travels via @ 
conveyor to the order control (below) 
where credit 1s checked snd small orders 











Airline Likes Remote Filing 


JOHN O'CONNOR 
Accounting Supervisor, Eastern Air Lines, New York. 


AVING all our records instantly 
available by picking up a phone 

is a reality through the Business 
Archives Center, an organization which 
is lifting the record keeping burden 
from the backs of a number of top 
business firms. In addition to making 
record keeping a simple, instantaneous 
matter for an increasing number of all 
types of organizations, large 
and small, it is lifting a number of 
other burdens trom the shoulders of 
companies at the same time. It is solv- 
ing the problem of warehouse space to 
keep the records, saving hours of em- 
ployee time, and making the wanted 
information available more quickly, in 
most instances, than would be the case 
where a company keeps its own records. 
When Business Archives 


business 


Center as- 


sumes responsibility for a firm’s records, 
it keeps more careful check and control 


) on every record than is the case in some 
offices where, when a file clerk delivers 


a file to an executive, it may be either 
mislaid, or misfiled if it is eventually 
returned to the records. Through its 
own research and experience, the center 
has shown business firms that they can 
safely dispose of a great many records 
and files without loss of any necessary 
records and with a vastly increased et- 
ficiency of operation; all of which brings 
a further reduction in the cost of record 
keeping. 

A striking case history of what Busi- 
ness Archives Center means to business 
is provided by Eastern Air Lines. 
Recognizing that records storage space 
was becoming a major problem result- 
ing in an expensive item of overhead, 
astern Air Lines’ management called in 
BAC. Records more than six months 
old were being stored in a warehouse 
at a cost of $330 per month, not in- 
cluding the additional expense of send- 
ing employees to the warehouse for oc- 
casional supervision or to secure a par- 






































A reference super- 
visor is shown at his 
control post in the 
Business Archives 
Center, New York. 
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“Too brave to die... 


e@ Sam Davis, the Nathan Hale of 
the Confederacy, was just 21. An exeeptionally 
able soldier, he had been selected to act as a 
courier to bring vital information from a spy in 
the Union Camp to Confederate headquarters. 
With the papers secreted in his boot and under 
his saddle he was making his way back through 
the lines when he was stopped and searched. 

Though repeatedly offered his freedom if he 
would reveal the source of his information, Sam 
Davis refused. “If I had a thousand lives, I would 
lose them all before 1 would betray my friends.” 

As was said by the Union general who reluc- 
tantly gave the order for his execution, “He was 
too brave to die.” 

From Sam Davis’ South comes the cotton 
fibre which is an important element in the supe- 
rior strength, long life, and handsome appear- 
ance of Gilbert Papers. It accounts in part, too, 
for the superb erasability of these papers. And 


” 


in Gilbert Papers only the virgin strength of new 
cotton fibres are used. 

Not all “bond” papers contain cotton fibre, 
but you can be sure of this important advantage 
in the papers you use by specifying a Gilbert 
Quality Paper. 

Ask your printer, lithographer or engraver for 
a Gilbert Quality Paper the next time you order, 
BOND ¢ ONIONSKIN e LEDGER ¢« INDEX BRISTOL 

VELLUM e SAFETY 


BANKNOTE PAPERS 


MANUSCRIPT COVER e¢ 
REPRODUCTION e 


ILBERT 


PAPER COMPANY 


MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 
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“G6 sy —sCThe Most Copied 
7 CHAIR 
\. Under the Sun 








Never 
Equalled 





Cramer POSTURE CHAIR-CO.;4NC. 
1205 Charlotte Kansas City 6€, Mo. 


PATENTS & PATENTS FER Oeae 
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ticular document when an urgent need 
for it arose. Because constant super- 
vision by an experienced employee was 
too expensive, Eastern found that more 
records were accumulating in storage 
than it was necessary to keep. When 
BAC experts surveyed Eastern’s ar- 
chives, analyzing records with depart- 
ment heads of the airline, it was dis- 
covered that over a period of years so 
many documents. had become obsolete 
that over 72% of them could be de- 
stroyed, resulting in savings through a 
reduction in storage requirements. 

The center’s experts quickly completed 
a physical inventory of all records 
Eastern Air Lines had in storage. Then 
its trained workers made an appraisal 
of all the reeords stored, bearing in 
mind federal and state regulations re- 


garding the retention of each type of 
information required of airlines in par- 
ticular and all firms in general, and also 
appraising the records on the basis of 
the tested, successful practices of record 
keeping used by other firms of compar- 
able size. In a few days, BAC worked 
out a tailor-made record keeping policy 
to fit the particular needs of Eastern 
Air Lines. This involved sitting down 
with the head of each Eastern depart- 
ment and making recommendations con- 
cerning the records of each department. 
Then the department head made his de- 
cision on the basis of the operating 
requirements of his particular depart- 
ment. 

For final approval, BAC cleared the 
tentative program with Eastern’s man- 
agement from an accounting standpoint, 








COMPANY AND JOB NO 
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COMPANY REPRESENTATIVE 
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Location | 
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| Messencer © | Copy oO 
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Time 


Searcnio TIME DOaTe 
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Business Archives Center, Inc. 





Oa.iverso 
iv 
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Crarces 


OaATE 





Time 


Bac Reference Billing Control 








Original of the 4-part carbon-interleaved form for charge-out and follow-up of records. 
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REFERENCES PER MONTH 
Answered wholly by telephone. 
Answered through the mail. 
Answered by messenger delivery. 


Answered by photocopies. 


Total monthly average for one year. 


AVERAGE NUMBER PROPORTION 


AVERAGE COST 


90.2% $29.25 
1.4%, 70 
5.6% 8.60 
2.8% 2.40 


100% $40.95 





Eastern Air Lines’ 872 References from April |, 


providing for full protection on all le- 
gal requirements. With the approval 
of Eastern, those records earmarked 
for retention were transferred to the 
e@nter’s fireproof storage and the bal- 
afice sold for scrap paper. The pro- 
eeeds of such scrap sales were adequate 

cover all costs of physically trans- 

ing the vital records to BAC eus- 

Vv 


. 
y 


hat Eastern Air Lines had been 
g in the matter of record keeping, 


many business firms are still doing. 
policies and procedures worked out 
by the center are the result of long 
and intensive research and tested ex- 
perience based upon its intimate working 
ktiowledge of the many companies it 


a80 an of other firms had been doing 


services. This intimate working knowl- 
_ of a number of companies in every 
industry has enabled them to develop 
pfocedures and policies on records not 
feasible for an individual company. The 
Eastern Air Lines case is typical of 
what BAC has done for many other 
firms, and the policy of supplying East- 
ern with desired information under its 
service agreement is the same as that 
used in supplying other clients. 

An Eastern executive or department 
head requires some information or 
record. He picks up the phone, calls 
BAC and receives the information di- 
rectly and promptly. If he wants it 
immediately, the desired information is 
given over the phone. If the informa- 


76 


1950 to March 31, 1951, Averaged Monthly. 





AVERAGE COST TO EASTERN 

OF MAKING A REFERENCE 
Telephone $ .45 
25 


Messenger 
Photocopy ; Cee eee 





tion is not needed immediately, it is 
dropped in the mail and received the 
next morning. If an exact copy is need- 
ed, the desired record is promptly pho- 
tocopied and sent by regular messen- 
ger as desired. The cost of all Eastern 
Air Lines reference requirements, plus 
photocopying and delivery service, now 
averages around $40 a month, or less, to 
Eastern. During the period April 1, 
1950 through March 31, 1951, Eastern 
Air Lines made a total of 872 refer- 
ences to its records at the records cen- 
ter (see table). 

Business Archives Center maintains 
a tight control of all the records placed 
with it. The reference control is two- 
fold: (1) a tight chargeout; (2) main- 
tenance of a strict follow-up on all 
records called for, preventing strays, 
losses and misfiles. Quarterly or an- 
nually, the center submits a simple 
audit report of each depositor’s refer- 
ences, by type of record, by year. This 
provides the depositor with a guide to 


THe Orrice—February, 1952 





Tip From America’s Top Secretaries 





MICROMETRIC CARBON PAPER 
saves TIME, saves STATIONERY 








"Faster, Neater Work...and 
Never a Smudge with 
that Numbered Scale" 


says LORENE BOLT 


of Austin, Texas, 
"NATIONAL SECRETARY 
OF THE YEAR--1951" 


America's most successful secretaries pre— 
fer Webster's MultiKopy Micrometric Carbon 
Paper because its numbered scale edge shows 
just how many lines of typing space remain 
on a page That means better looking let-— 
ters in less time. The scale edge means 
smudge—free removal of carbons, too. 


Office managers prefer Micrometric because 
it's a time saver and means less spoilage 
of stationery. 

Webster's MultiKopy Micrometric with its 
exclusive advantages, costs no more than 
any other quality carbon papers. Zt 
available in a-wide range of weights and 
finishes. 

Next time you need long lasting carbon pa- 
pers, typewriter ribbons or duplicating 
supplies, order Webster's ——and watch your 
typing production improve. Consult your 
nearest dealer or write to: 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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END THIS NUISANCE 
NOW WITH 


Inventorying a firm's file cases with record- 
ing machines at Business Archives Center. 


how long he should preserve certain of 
COILS THE CORD his records. ‘The first reference audit 
NEATLY a9) 3 THE PHONE report submitted to Eastern Air Lines 


permitted us to dispose of nearly 20% 
‘ of our records accumulated at BAC dur- 
A MUST FOR OFFICES, HOMES... | is the first year of service, reducing 
record keeping costs accordingly. Nat- 
Positively eliminates tangled and | urally this periodic destruction of ree- 
twisted cords . . . keeps the cord from ords aging beyond recommended reten- 
catching on desk corners, drawers, etc. | 10" periods will be accomplished as a 
No wonder 500,000 were sold last year a ee ’ ata 
to banks, insurance, real estate, govern- The rigid control of records kept at 
od > ’ 8 the center is exemplified by the form 
ment offices, etc. 


* RETAILS FOR 95c... 


Manufactured of finest steel music wire. 
Easily installed and guaranteed not to 
bend out of shape or break under nor- 
mal use. 
Not to be confused with 
old fashioned wrap-around covers. 





If your dealer cannot supply you, 
send 95¢ each direct to 


HUFF SALES CO. 


Authorized employees of company owning 

911 Western Ave. Seattle 4. Wash. | "ecords and authorized Government investi- 

y gators may examine records in the search 
room. 
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; Is this your bottleneck? 


a 


. on faster business 


pace makes one fact clear. In 
many companies the regular ex- |" 
terior telephone system is not \ 
enough! It may actually be a bot- 
tleneck! Kellogg SELECT-O-PHONE 
will break that bottleneck! 


Automatic, requiring no operator and inde- 
pendent of your switchboard, SELECT-O-PHONE 
is the modern means of transmitting orders, of 
exchanging ideas with individual executives or 
groups inside your business - instantly, privately, and 
continuously - without interference with your regular 
telephone! 

MAIL COUPON TODAY! 


; Falla ae lee Re eee 
: SELECT-O-PHONE DIVISION, Dept. 10-B 
g Kellogg Switchboard cnd Supply Company 
g 5650 South Cicero Ave., Chicago 38, Illinois 


§ Please rush your new ‘'Hears How" Booklet that 


8 explains how | can benefit from dial intercom- 
-— - 8 munication. 
& Name 


: sampony 
THE /AS/OE VOICE OF BUSINESS City .. Zone State 


su asseeeeeeeeseeeaeseaeaaaan! 
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ELECTRIC 
STAPLING 


Staples automatically .. . 
instantaneously ...as fast as you 
insert the work. No time lag. No 
motor, no hand or foot controls. 


Leaves both hands free for 
the work ! 
Standard staples . . . Reload from the front 
without removing a single part. 
Portable . . . weighs only 12'/2 pounds. 
Write for illustrated bulletin. 
STAPLEX CO. © 72-76 Jay St., Brooklyn |, N. Y. 


Do as thousands are doing... 
“staple it the modern 











Answering a telephoned records inquiry. 


used in charging out and following up 
on any given record. A quadruplicate 
form, the first copy in white, the see- 
ond yellow, the third pink and_ the 
fourth blue, is used when any reference 
is made. The short, compact form de- 
tails the name of the client; company 
representative and date; a complete de- 
scription of the record requested, its 
location in the center, whether the record 
was kept at BAC or sent out; manner 
in which the reference was answered; 
amount of time required on the servic- 
ing; the charges ineurred and if, and 
when, the record was returned. 

At the end of the month, the original 
white copy the customer as 
evidence for billing. The seeond yellow 
copy is the signed receipt of the delivery 
of the reference and is returned to, and 
kept by, BAC. The third pink copy 
stays with the record when delivered. 
The fourth blue copy is the chargeout 
record used to follow up the record in 
the event it is not returned and is kept 
on the active follow-up schedule until 
the record is safely returned to the 
center. 


goes to 
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“What a deal! Two desk 
dispensers for the price of one!” 


SPECIAL OFFER! Your stationer is 
featuring a real combination deal for a limited 
time... 12 rolls of “Scotch” cellophane tape in 
the economical 1296” size, plus two handsome 
weighted Desk Dispensers that anchor the tape 
for fast, one-hand operation. Both dispensers 
are included in the deal for the price of only one! 

See your stationer today...tell him you 
want Deal ‘‘S’”’. It’s a real opportunity to equip 
every desk in your office with a time-saving, 
work-saving Desk Dispenser and “‘Scotch’’ cello- 
phane tape! 
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registered trade marke for the 

more than 100 pressure-sensitive adhesive tapes mine in U - — 7 pianeeste 

Mining & — Cc . a. Paul 6, Minn.—also makers of * d 
reeal” Rubberized C eg 


The term “Scotch” and the plaid design are 


Walk Rn ship Surfaci 
hears kA ew Y it 17,N "Y. in Canada “ Mig .M dn a Di 
‘ar! venue or’ Minnesvta 
of Canada, Lid., io Canada. she 
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Rock a“File 


Office Furniture 
and Equipment 


‘di 


Now it's a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 


beauty 


Gone is the old-fashioned, cluttered look of 


unmatched pieces. Rock-a-File Modular units 
— desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet —in wood or steel construction— 


For complete details, write today for catal« 


g and price list. 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement— making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 


sts to the Stationer since 1903 


35 East Wacker Drive Chicago 1, Ill. 


THE OFFICE 





February, 1952 


GSA Restricts 
New Filing Cabinets 


HE General Services Administration 

has tightened controls on Govern- 

ment purchases of steel and wood 
filing cabinets. New purchases are con- 
tingent upon maximum utilization of 
existing equipment through a four-point 
records management program. 

The regulation requires that all 
Federal agencies submit their purchase 
orders for letter and legal size steel up- 
right filing cabinets to GSA, with orders 
accompanied by certification that the 
utilization provisions have been com- 
plied with, to further carry out the Gov- 
ernment’s internal program for conser- 
vation of critical materials and reduce 
purchases of filing equipment in the in- 
terest of economy and efficiency. The 
four steps in the records management 
program to which the agencies must 
certify before their purchase orders will 
he considered by GSA are: 

1. Disposal of all records that have 























“Is this your new system—every drawer 
labeled ‘Miscellaneous‘’?” 
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Reduce : 


Absenteeism 
this 
WINTER 


GLYCO-MASTER 


VAPORIZING 
GLYCO-CIDE = (TRIETHYLENE GLycoL) 


Employees being away from the office 
due to colds is costly .. . cut this cost by 
installing a Columbia Glyco-Master . 
dispensing Glyco-Cide it has proved 90% 
effective against airborne viruses and 
germs such as colds, flu, pneumonia and 
strep. 


The Glyco-Master is modern and smart 
in design; and with its accurately cali- 
brated controls it quietly and efficiently 
vaporizes the Glyco-Cide to effectively con- 
trol upper respiratory infections. 


Columbia Glyco- 
Masters are avail- 
able in a complete 
range of sizes — 
treating from ap- 
proximately 15,000 
to 1,500,000 cu. ft. 
of air per hour. Air 
cond itioning 
models for instal- 
lation in present 
ventilating systems 
are also available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO. Inc. 


154 E. Erie Street Dept. O Chicago 11, Ill. 


“Columbia—The Gem Of The Glycol 
Vaporizers" 














TRADEMARK REGISTERED 


Jac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 


form. But with a firm, self-locking Jac-a- 


‘450 


JOBBERS 


desk, typing becomes 


easier, faster, less 


noisy — mistakes 


fewer. ‘ 


Jac-a-desk has smooth 

exterior—no protruding 

locks or handles. Ex- 

pands from 16” to 30” 

5 —high enough to sup- 

port standard height desk leaves. See 

your dealer today! Specify Jac-a-desk ! 
e*ees 

SMPORTANT! Before making costly repairs or 

replacement try Jac-a-desk. Perhaps your type- 

writer only needs this common-sense support. 

Up in a jiffy, down in a jiffy—locks automati- 

cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. 


—" 


“a 
GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles '9. California 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronto 


_— 
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been authorized for disposition. 

2. Removal of office supplies, publica- 
tions and other non-record material 
from filing cabinets. 

3. Transfer to Federal 
ters, GSA Records Depositories, or ap- 
proved agency records centers, to the 
extent that facilities are made available, 
of imactive records. 

4. Shifting less active files, not trans 
ferable to approved records centers or 


Reeore ls Cen- 


depositories, to wood cabinets or trans- 
fer cases when available, using steel fil- 
ing cabinets only when files are con- 
stantly in use. 

Even after these requirements have 
heen fulfilled, GSA will not buy new 
cabinets if the requisitioning agency's 
requirements can be met by utilizing 
used or reconditioned cabinets. 


Signatures for Checks 


George W. 
for 


Adlam, chief investigator 
Todd Co., urged executives to de 
velop a special signature for use on 
checks and in all financial transactions. 
Many recent frauds have shown, he said, 
that obtained through 
respondence and other means the signa- 


erooks have cor- 
tures of business and governmental offi- 
for use in 
‘*A number of investigations,’’ 
ed out, ‘‘have disclosed that forgers have 


cials perpetrating forgeries. 


he point 


written seemingly unimportant letters of 
inquiry to company treasurers, public offi 
vali 


others whose signatures 


simply to 


cials and 
date 
bearing a sample signature, which was 
then forged upon checks.’’ 
also obtained such signatures by posing 
secretly 


checks, get a response 


Crooks have 


as autograph collectors and by 
photographing license certificates when 
required by law to be publicly displayed. 
No one should use the same signature on 
checks and on general 
Develop a special signature for use ex- 
clusively on checks, then to put it to use 
in a mechanical checksigner which will 
that only—without any 
problem of habit—on all 


company checks.’’ 


correspondence. 


signature 
reverting to 


use 
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PRODUCTION MEN 
DON’T GET BONUSES FOR 
PLANES WITHOUT TAILS 


To meet production schedules for airplanes 

. or for any product . . . you've got to 
have constant control of parts, materials, 
machines, and manpower. It’s control that 
Maintains ‘‘on time” assemblies and deliveries. 


Over 12,000 U.S. Plants depend on PRODUC- 
TROL to meet and beat schedules. Produc-Trol 
spotlights the exceptions to “on time” sched- 
ules; coordinates materials, parts, and man- 
power with assembly and delivery dates. Over 
12,000 plants have discovered how to eliminate 
needless bottlenecks, lags, shortages — by 
bringing vital factors immediately to light with 
Produc-Trol’s visual control. 


Produc-Trol controls ALL kinds of functions: 
Purchasing, Manufacturing Orders, Parts for 
Assembly, Inventory, Maintenance, Sales. Such 
versatility is possible only because Produc-Trol 
shows at a glance as many as 16 automatically 
analyzed factors for every item charted. 


Write today for the eight-page brochure — 
“How to Improve Your Order Control.” We 
want you to have it with our compliments. 





() Production 
NAME 
POSITION 





(J Parts for Assembly 








Produc Tro/ 
ere? 








PRODUC-TROL INSTALVELOPE 
for Precision Control for Improved 
in Business Time Payments 
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ROTOR-FILE 
for Time-Saving, 
NY olela-metohaiareMaliiare 


WASSELL ORGANIZATION, INC., WESTPORT 2, CONNECTICUT 


Tabac tel Please give me information on Produc-Trol for control of: 


(0 Orders 


(Please attach to, or write on, your business letterhead ) 


— = 


ite], Pike) 
for Positive 
Record Analysis 


aedtnacanaraensanana al 








* 
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a is a place in your office for 

this new Royal Electric. No matter 
how many standard typewriters you 
use, there are special typing jobs that 


call for Royal Electric. 


With it you can step up production 
on some jobs and thereby lower office 
costs. Youcan get out more letters. In- 
voices. Stencils. And free typing-per- 
sonnel for other work in the bargain. 

Every time you plug in a Royal 
Electric you cut office costs, increase 
man power. 


cut office costs, increase man power 


Royal makes the finest, most rug- 
ged writing-machines ever built. They 
stay on the job longer with less time 
out for repairs. 


Royal Standard Typewriters are 
preferred 2% to 1 by girls who type, 
and with Royal Electric you get all 
the advantages of Royal Standard 
PLUS ELECTRIC POWER! 

Look into the advantages of the 
newest member of the Royal Type- 
writer Family... Royal Electric. The 
coupon will bring you details. 


I should like a copy of the brochure, “Picture of 


STANDARD + PORTABLE « ELECTRIC 


Made by the World’s Largest 
Manufacturer of Typewriters 


Name 


Progress,” describing the Royal Electric. 





Company 





g [ Royal Typewriter Company, Inc., Dept. 416 
YAL | 2 Park Avenue, New York 16, N. Y. 





Address. 


| 
| 
| 
Rn gan es ad est eme-te RO an 
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Mechanized RR Reservations 


HE Intelex Automatic Reservations 

System in the New York Reserva- 

tion Bureau of the Pennsylvania 
Railroad is a combination of electronic 
and mechanical devices designed to al- 
most completely mechanize the process 
of making reservations and to reduce 
the time required in previous practice 
to about one-third. Introduced in 1948 
as a means of handling air lines’ reser- 
vations, the Intelex System, which was 
developed by International Standard 
Trading Corp., an associate of the In- 
ternational Telephone and Telegraph 
Corp., is also applicable to the handling 
of reservations for bus companies, 
steamship lines, hotels, theaters and any 
Other business which deals with the al- 
location of space. It may also be 
adapted to facilitate inventory control, 
scheduling of machine operations, debit 
@nd credit bookkeeping and department 
Store credit authorization. <A_ similar 


Set up is being installed in Philadelphia 


and subsequently the entire 
Vania system will use Intelex. 

It would appear that the job of mak- 
ing a reservation is not particularly 
complicated. A customer approaches 
the ticket seller and asks for a ticket 
to Chicago, for example. A check of 
the car diagram should reveal to the 
ticket agent that he has several vacan- 
cies trom which to choose. The customer 
designates a preference which is re- 
corded on the car diagram and on the 
ticket. It’s as simple as that until you 
consider that the reservations bureau in 
New York’s Pennsylvania Station is the 
busiest in the world, handling as many 
as 30,000 transactions each day. This 
includes reservations for 6,480 sleeping 
car accommodations and reserved coach 
seats on 427 regular cars in 79 different 
trains, and _ necessitates maintaining 
more than 25,000 car diagrams in the 
files. 

It was this 


Pennsyl- 


volume of business that 





368 BROADWAY 





THE AJAX ‘JUMBO’ SERVICE STAMP 


SEND FOR OUR COMPLETE CATALOG NOW. 


AJAX TIME STAMP CO., Inc. 


MANUFACTURERS 


This sturdy reliable service stamp 
is excellent for carbon copy work. 
It features automatic ribbon feed, 
quick external date change knobs 
and can be equipped with die plate 
2'/2"" x 254". 


This machine can be used as a 
dater, numberer or combination 
date and numbering. Lever num- 
bering is also available. Consecu- 
tive and repeat action; duplicate, 
triplicate, etc., can be substituied 
for consecutive. 


This Ajax machine will 
penetrate up to I5 carbons 
and can be equipped with 
as many as |0 wheels. The 
deep throat enables one to 
print almost anywhere on 
forms. Special plaiforms to 
insure proper location and 
registration can also be fur- 
nished 


NEW YORK 13, N. Y. 
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Going in Circles ? 


So are a lot of other businessmen. 

Little wonder, either! The recent 

increase in red tape, record-keeping 

and figure work has thrown more 

than one executive off the beam! 

The new Comptometers, superb | ; ae 
adding-calculating machines that 

handle office figure work 

speedily and accurately, can 


keep your office running Ms 


on course. 4 


£ 


THE NEW COMPTOMETER IS MORE ACCURATE ! THE NEW COMPTOMETER IS FASTER! 





¥ An exclusive three-way error control absolutely 1 Effortless Floating Touch enables your opers 
eliminates errors caused by faulty stroke. Warns tors to work with amazing speed. 
by sight, sound and touch whenever a faulty , 
: ; 2 Direct action gives instantaneous registfation off 
stroke is made, thus assuring a new high stand- r 
answer! Your operators are not slowed down by 
ard for first-time accuracy. wie * 
: cranks, levers or other gimmicks! 
Giant answer dials are easy to read. No confus- 
ing zeros are shown to left of answer. Results 
in less eyestrain ... increased accuracy! 


For economy or efficiency —the new Comptometer 
can’t be beat! Call your nearest Comptometer 
representative today for a demonstration. 


COMPTOMETER 


REG. U.S. PAT. OFF. 


ADDING-CALCULATING MACHINES 


(electric and non-electric models) 


Made only by Felt & Tarrant 

Manufacturing Co., and sold 

exclusively by its Comptometer 

Division, 1715 North Paulina Street, 

Chicago 22, Illinois. 

Offices in all principal cities. FELT & TARRANT 


two NEW machines! 





HOW TO SORT 


e e AUTOMATICALLY 
WITHOUT MACHINERY! 


1 E-Z SORT CARDS 


Titre. See 
| i fl re ; 


xe 

















2 HAND PUNCH 


3 SORTER 





a leg 


Large organizations—and smaller ones 
—are saving well over 50% on record 
posting, this practical low-cost way 
E-Z Sort is a substantial time saver in 
numerous departments of commerce, 
Wherever 
records are kept on cards, E-Z Sort is 


industry and government. 


the answer for sorting with speed and 
office is 
Ask for 
demonstration; o: write us for factual 


accuracy. A nearby sales 


listed in your phone book. 


information. 


-» E-Z SORT 


SYSTEMS, LTD. 
45 Second St., Dept. 22 
SAN FRANCISCO 5, CALIF. 





occasioned a long waiting period at the 
ticket sellers’ window while he attempted 
to get through to the central filing office. 
When contact was made with the central 
filing office, the distributor there checked 
the records, car by car, to determine 
whether or not the desired space was 
available. If all the space of the type 
requested had been sold—as frequently 
happened during holiday and_ peak 
travel periods—the distributor again 
canvassed the space status of each car 
to suggest an alternate. As the trains 
were filled, inquiries became more in- 
volved and time-consuming, preventing 
the ticket agents and distributors from 
answering other ealls. As only one dia- 
gram of each car was available at one 
time, distributors frequently had to wait 
their turn. This caused additional de- 
lays, particularly in filling requests for 
reservations on the more heavily traveled 
routes. 

The first requisite of a new reserva- 
tions system was to provide a system 
whereby all unreserved space informa- 
tion would be immediately and simul- 
taneously available to all ticket sellers. 
This was accomplished by adopting a 
combination of dial telephone switching 
equipment for requesting information, 
and magnetic recorders for supplying 
that information. 

The dial switching equipment corre- 
sponds to an ordinary automatic tele- 
phone system, with two exceptions: 
there is no live conversation, nor is 
there ever a busy signal. Instead, by 
selective dialing, the ticket seller auto- 
matically chooses a magnetic recording 
that contains the exact information re- 
quired to fill the request he has re- 
ceived and, in some instances, for alter- 
nate space as well. 

These availability records are pre- 
pared by an announcer on a series of 
magnetic recorders and, as the status of 
available space changes, information is 
automatically supplied the announcer by 
the diagram attendant. Such a system 
provides the utmost in flexibility when 
ears or sections are added to trains 
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Standard 





Invoices + Bills of Lading 
W-2 Withholding Tax Forms 


Save money and shop-around time 
by making us your headquarters 
for stock forms, ready for prompt 
delivery. 


| Redfin | Tailor Made 


1-time Carbon Interleaved 
forms for any and all purposes 


Tailor-made to your individual re- 
quirements. 


Continuous Tabulating Forms 


In stock; also tailored to your own 
needs. We keep our promise on 
deliveries. 


PURCHASERS, OFFICE MANAGERS: — 


In dealing with us you may be sure, at all times, 


of considerate ~~ and a ——- &, : 
We are intimately familiar with modern ice > 
systems and conditions, and have served Amer- OXSC td 4 Li é d 
ican industry for many years. ) 4, 


“ : ya ( 
JD SNESS Oye CMS. bi 


Many Lucrative Territories Still Open 


30 Vesey Street, Dept. 68 
New York 7, W. Y. 





= | and, if abnormal conditions prevail, in- 
|| | ( lel formation concerning this can be put on 
the recorders to become immediately 


available to all personnel. Also, this 
availability feature means that the car 
diagrams themselves are not referred 
to at all in connection with each in- 
quiry concerning space _ availability. 
The ticket seller or a telephone reser- 
vation clerk, instead of listening to the 
voice of an attendant while the attend- 


ant searches the diagrams, now listens 
FRASERSTIK ia to a voice record of exactly the same in- 
‘ia ~* | formation, prepared in advance of his 
ni} | wm | inquiry. He selects the record auto- 
1077 and ety ‘ matically without disturbing the attend- 
RU ant. 
70778 After he has determined from the 
For Pencil and 


availability record what space will be 
suitable and the customer has reached a 
Carbon Paper 
Marks. 


decision, the ticket seller presses appro- 
priate buttons on a key box which auto- 
matically sends a code message to the 
central electronic switching equipment. 
Here, from the 60 automatic file draw- 
ers in each cabinet, the message elec- 
tronically selects the drawer containing 
the car diagram for the date specified 
in the original request, and slides it out 
before the attendant in charge of the 
file. During this operation, the same 
code message that motivated the auto- 
matic selection of the file drawer also 
shows up in printed form on the tele- 
printer beside the file attendant. This 
information provides her with the train 
desired, the date of departure, the num- 
ber and type of space, the boarding 
point, destination and serial number. 
The attendant enters the pertinent in- 
formation on the diagram, types the 
space assignment on her teleprinter and 
the message is automatically transmitted 
back to the person requesting the space. 
Consequently, a printed record of the 
entire transaction is maintained on the 
printer at the space file and at the sell- 


/ i ing position. 
\ AW JFABER-CASTELL The complete machine operation can 
ie 


be accomplished in 15 seconds, although 
the entire transaction time may run to 





S) V.S.a..7077 


The All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 7099B 
(with brush) now 
has 2 new members 
.. . . EraserStik 
7077 and 7077B— 
the new, better 
way to erase lead 
pencil and carbon 
paper marks. In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from your 
Dealer today. 





FOR PENCIL ERASIN 
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™ 
/™ 
>) 
/™ 
< 
TA) 
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iL ERASIN 


FOR PE 


ra 
AW FaBer GR4ASER STI/K 


PENCIL COMPANY INC. NEWARK WN J 
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“Jones, We’d Prefer Fewer Curlicues!” 


This employer of the gay nineties tried to get a little more work out of his bookkeeper—and 
we can’t blame him very much. 150 entries a day in a 10-hour day isn’t what we would call 
adequate, even if the handwriting was in the very finest Victorian style. 

Today, a machine bookkeeper can make six to seven times as many entries. That is why 
working hours could be reduced and employees enjoy more leisure time. 

Tallman Robbins & Company have had a lot to do with improvements in record keepi 
systems. Tarco advanced loose-leaf forms are accepted today as standard by certified public 
accountants and auditors everywhere. 

240 different Tarco forms cover the whole field of income and outgo, inventory, costs, taxeg, 
balance and analyses sheets. 

Tarco binders are the best made and their complete auditing systems can be adapted to amy 
size business, using either stock forms or custom-printed to meet your requirements. 

Send for Catalog F-1 today and see for yourself just how extensive and practical is the Tarco 
line of efficiency Forms and Binders. 


See our Exhibit at the Chicago Business Show, Booths 60-61, February 25 to 28. 


Consult your Public TALLMAN ROBBINS & ea 


Accountant about | Tarco Better Business Forms, ss boy Co-ordinated Filing Equipment 
since 





the best Forms for 
wna Ciininn: 316 W. Superior St., Chicago 10, Illinois 
New York « Kansas City « Indianapolis « Tulsa * Wichita « Washington 
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Since tere - ; : 

pRicinat( )oHner 3 minutes depending on the passenger 
and his knowledge of what he wants. 

A prospective passenger may also re- 
HANDY CALCULATORS serve space from his home or ofliee by 
calling the reservations bureau directly. 
The telephone reservation clerk follows 
“The a. - the same procedure as used by the ticket 
re machine to count on seller behind the counter. In addition 

to assigning space, however, the clerk 
secures the customer’s name and makes 
arrangements for the ticket to be picked 
up before the expiration of a specified 





The following example shows 
simplicity and speed of opera- 
tion. 


- ONLY ONE SETTING NECESSARY 
Simply set levers at “68” and 
» calculate the answer in 25 sec- 
onds without setting any other 
figures. 
68 units (@ $1.75 $119.00 
* 15% discount 


101.15 
Less 242% 0 for cash ... 2.53 


$ 98.62 File drawer with car diagram slides out as a 
message appears on the teleprinter. 
Compare the advantages of this 
sturdy, low-cost, portable and time at a ticket oflice convenient for 
efficient calculator with any ma- the customer. Meanwhile, all informa- 
chines in the field. Why pay tion regarding the transaction is sent 
more? by teleprinter to the sales office de- 
signated by the customer and the mes- 
Write for Bulletin QO-23 sage is filed pending the customer’s ar- 
rival. The file retains the tape message 
and indicates whether or not a reser- 
vation has been picked up within the 
time limit. Should the time expire or 
Odhuner Sales wie. | the traveler call to cancel the reserva- 
IVAN SORVALL, PRES. tion, word is sent back to the reserva- 
210 FIFTH AVE., NEW YORK 10, N. Y. tion bureau and the space is replaced 


SOLE DISTRIBUTORS FOR USA for sale. 
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The New Standard 


VOW Fluid “* Duplicator 


~~ 


~ 


Quickly copies anything that 
may be typed, written or 


drawn on a master. 
i] P fs Chicago 
; A . ness Show, Feb 


25th through 


You are cor 


> f° a invited to visitl 
a” a 
See a ay 


cham ; exhibit at the 


s ~ , wi of Van W. Ev 
_ eS Company. 


. 


WD 
TULA 


a 


STANDARD DUPLICATING MACHINES CORP. 
EVERETT 49, MASS. 








LOOK! 


Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 


Supports x 
over 540 pounds 
and Operates easily! 


FEATURES . . . stack to ceiling * mate 
together vertically * operate freely without 
sagging or binding * repel vermin * can’t 
rust * are impervious to moisture * have 
positive drawer stops * follower-blocks are 
available. 


CONVOY 4en-Coard/ 
STORAGE FILES 





Employee Eyesight 
(Continued from page 60) 


three adults wear glasses, but many of 
them do not have proper lens correction 
for their working distances. 

One of Dr. Westland’s recommenda- 
tions is that when you seek visual care 
for your job you should explain your 
requirements in detail to your doctor 
so that he will give you the correction 
that serves your exact needs. Working 
distance is of great importance and 
usually lenses can correct your vision 
for whatever distance is required. 

Visual training, or orthopties, is 
sometimes recommended for visual prob- 
lems which cannot be corrected by lenses. 
Such training can, for instance, greatly 
increase speed of perception and it ean 
develop better coordination to make the 
two eyes work together. It was used 
extensively during the war to train 
aviators in split-second distinction be- 
tween friendly and enemy aireraft in 
the confusion of an air battle. Proof- 
readers have found it of great value in 
increasing their speed and accuracy, and 
it is helpful in many other occupations 
as well. 

Dr. Westland has found that neg- 
lected eyesight is more common in 
young employees than in those over 40. 
“Shortly after the age of 40 almost 
everyone finds it difficult to foeus and 
see easily for reading or a near-point 
job,” he said. “As a result he seeks 
visual care and gets correction for any 
other visual problem that he may have, 
as well as his farsightedness. The 
younger employee, on the other hand, 
may fail to recognize that he has a vis- 
ual shorteoming until it is dramatized 
by an accident or until something else 
prompts him to obtain a thorough Vis- 
ual examination.” 

He said that the day is coming when 
everyone will have his vision examined 
once a year, and as a result many eye- 
sight problems will be prevented. Vis- 
ion is your most precious sense. Don’t 
neglect it. 
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Here today, gone tomorrow! 


Good secretaries are hard to find and keep today. So take no 
chances. Give yours the helping hand of SoundScriber. 


This ever-ready, all-around dictating equipment frees her from 
time-frittering personal dictation, stretches the hours of every 
working day, gives you both more freedom to get more accom- 
plished, faster, more efficiently. 


Learn the many ways SoundScriber with its mailable little 
green disc can make you and 
your secretary a more effective 
business team. Write for infor- 
mation today .. . SoundScriber 
Corp., Dept. O-2, New Haven 4, 
Connecticut. 





JOUND/CRIBER 


First All Electronic Dictating System e First Dise Dictating Equipment 
230 Sales and Service Centers Coast to Coast 


Visit us at the Office Management Association of Chicago Show, February 25 to 28. 





! You 
$4,200.00 yearly 





}2,100.00 

9.00. If you find a 

me volume of work done 

eir total typing time — saving 

0% — you save $4,200.00 yearly. 

ore than 20 typists, even larger savings 

. . . fewer typists, proportionately worth- 
while savings! 


want MORE than 
10% Saving? 


Prominent companies and Government 
departments using LETTEREX have gain- 
ed 25% extra production. This ingenious 
new product saves costly time wasted 
in handling loose carbons and second 
sheets. LETTEREX is second sheets with 
carbons attached. Use it for letters, 
memo’'s, some forms ... get one to 
eight clear copies. Girls SNAP out dis- 
»\ posable carbons, keep hands clean. 





i | ke Your Own 


ae 


‘7 


ia naturally increases typing output 
because it means more time spent on 
actual typing. Production increases vary 
accordifig to length of letters and number 
of copiés made. Order a trial supply — 
wse LETFEREX a few days or weeks, com- 
pare production records with old. 
See you've saved on overtime, extra 
Dwhelp or regular help. You'll find LETTEREX 
more than pays its way — usually MUCH 
MORE! 


Erasures are easily made by detaching 
spot-gummed carbons at top. LETTEREX 
is available in white, yellow or green 
10-lb. sulphite paper, 82x11 letter 
size. Try it——you're bound to get 
worthwhile extra production! 


One SNAP 


removes carbons 





White Today 


LETTERE 


TRACE MARK REG 


MANIFOLD CARBON PAPER SETS 





PRINTING CALCULATOR IN S & L OFFICE 


country over estimate their paper- 

J work and other office procedure (as 
distinguished from customer deposit 
handling, investment investigation and 
management) requires an average of one 
clerical worker for each $500,000 of as- 
sets. So, when the Bloomfield, N. J., 
First Savings & Loan Association top- 
ped the $2 million asset mark, with an 
office staff of two, and has consistently 
maintained a record of processing its 
dividend payments, quarterly tax ac- 
count payments and other essential oper- 
ations in below-average time they are 
performing minor office operation mir- 
acles. 

When _ Seecretary-manager Hilton 
Barry is asked how come, he puts it 
down to work simplification through the 
use of the best in modern business ma- 
chine equipment consistent with close- 
to-the-line machine investments. A 
while back the association added a 


Qeountry and loan associations the 


printing calculator to its office equip- 
ment facilities. This machine was au- 
thorized after the management had 
tested it on specific savings and loan 
problems and found that it saved an 
impressive total of work hours; that it 
provided certain record-keeping advan- 
tages, and that it made possible the 
compilation of more of certain types of 
business information in a shorter length 
of time than was being taken in using 
the equipment already at hand. Geared 
too to long-range inyestment thinking, 
Mr. Barry and his directors established 
to their satisfaction that cost of the 
printing calculator to the date of “book 
obsolescence” would be $6.50 a month. 
Initial test of the printing calculator 
was to use it in the preparation of semi- 
annual dividend accounting. The first 
result was the elimination of the cum- 
bersome percentage tables used in mafi- 
ual or semi-manual recapitulations. The 
second, and really important one from 





HERE IS THE ANSWER: 


20 times faster than handfolding 


For New York and New Jersey: 
IMEX Sales Organization 
-O, Box 386 
Rahway, N. J. 





HAVING FOLDING PROBLEMS? 


DEALERS: Exclusive franchises open in some territories. 
Write today for information: 


Every Office Can Afford the 
BANCROFT Junior 
FOLDING MACHINE 


Automatically makes two 
folds in one operation. Can 
be quickly set for six different 
styles of folding. Anyone can 
operate it—just plug in and 
set dials. No other adjust- 
ments necessary. 


The Bancroft Junior Folding Machine will 
fold 12,500 10" long sheets per hour or 
7,500 sheets 15" long in one hour. Sheets 
can be fed through again for cross folds. 


For Other States: 
S. W. ALLEN COMPANY 
Stanhope, 
New Jersey 
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TYPE CLEANING MADE EASIER 


i axvt 


west Ly pat? 2 CLEANS 
machine operators wont * Typewriters 
*Nerta Plostic Type Cleaner 
“i 6 @aty to vie nO mess 
ao Squids to opm © Marking Devices, ete, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free sample sent won request write to 


NORTA DISTRIBUTING COMPANY 
Qe (155 Broadway, New York |, N. Y. 
& 








). Retard BLOATIONs : : Beh 
oe Engraving Co. 
“+01 SO. 207H STREET - BIRMINGHAM 5, ALABAMA 


o's Largest Engraver of Fine Statione 


MAKES EVERY RING BOOK 
A LABEL HOLDER BINDER 


SO-1 For |" Ring Books, 25c ea. 
$O0-2 For 2" Ring Books, 35c ea. 
$O-I'/. For |'/."" Ring Books, 30c ea. 

OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


Want More SALES From 
Your ADVERTISING? 


Marry concerns grow bigger with the proper 
advertising plan. The RIGHT advertisement, 
laced in the RIGHT publication, in the 
IGHT size space, at the RIGHT time, will 
bring you greater results. 


MARTIN Advertising AGENCY 
Newspaper—M agazine—Radio—Television 
15AH East 40 St, NY (Est 1923) LE 2-4751 


Se oe eo eo ee 
Se we me era cer me See DR 


jase SS See See ee eee eee ee ee eee 
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the association’s standpoint, was that 
the job was finished in one day, instead 
of the usual three or four. 

Because its application to the divi- 
dend figuring job is limited to a couple 
of times a year, the First Savings and 
Loan management next looked around 
for other tasks for which the calculator 
could be used. Running out the interest 
for the month ahead 1s not an account- 
ing must but the estimates are a valu- 
able guide to management. This job 
was done on the printing calculator. An- 
other monthly operation on which the 
machine was tested was in the adding 
and printing of balances for the differ- 
ent accounts. Again, the results in time 
saving and in the permanent tape 
records were completely satisfactory. 
Similarly, in the preparation of the 
quarterly tax account payments on 
mortgage accounts the printing caleu- 
lator cut work time appreciably. 

After the tests on monthly and longer- 
period accounting operations had been 
satisfactorily completed and the various 
procedure changes adopted, they next 
looked to see where the equipment could 
best fit into the daily activities in the 
office. The most obvious use was to 
balance out the day’s operations. Here 
again the speed factor was satisfactory, 
and the operation also provided a check 
on the posting machine that is advan- 
tageous, in Mr. Barry’s opinion. 


Unbreakable spring Jaws 
clampthem firmly to cards but 
permit removal or rearrangement. 


Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink, or red. 


insertable labels in perforated strips for typing. 
2 Sizes, 1” wide and 2”. Tops straight or bent back. 


Sold by leading stationers, UU. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
6,100 used by Georgia Railroad Bank. 


CHAS. C. SMITH, Mfr., Box 735, EXETER, NEB. 
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Did YOU send that 
card last month for 
your free samples of 
ZIP-—A-PART 
carbon interleaved forms? 
A lot of other alert 
business executives are 
glad THEY did..... 
So here’s a coupon. 
Mail it in and learn 


some of their special 
advantages for you. 


Battye-Franklin Corp. 
Franklin Building, Desk 100 
720 South Dearborn St. 
Chicago 5, Illinois 


Rush, without charge or obligation, samples of ZIP-A-PART multi-copy carbon inter- 
leaved forms, and PROVE the advantages you claim for them. You'll have to show us 
that they are “perfectly registered, beautifully lithographed, and delivered in days— 
not months.” 
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MOTORIZED FILE 


Simpla Research & Mfg. Co., 425 
Fourth Ave., New York 16, N. Y., makes 
the Simplafind motorized card file with 
Sutomatic push-button control. By push 
i@g « button, the desired file section 
comes to the operator in an average time 
ofless than 3 seconds. A 12 sq. ft. unit 
will house 40,000 8” x 5” eards; 82,000 
tabulating cards or 90,000 5” x 3” ecards, 


which 
operator via the 


regardless of 


all under push button control 
brings ecards to the 
shortest distance 


of desired section. 


location 
Cards are filed in a 
series of short, 10” rows, all well within 
easy reach. From 4,000 to 9,000 eards 
are always within half-arm reach of the 
operator. The light, 
angle-front trays 
lower. Each tray 
Literature 


easily removed, 


have compressor fol- 
holds 1,000 


from 


about 


eards. address. 


AIRMAIL STATIONERY 
Lafayette Co., 
wich St., New 


above 


Dept. O, 120 
xora 6, HN. YX, 


Green 
makes 


102 


Thunderbolt Airmail Envelopes of strong, 
13-lb. rag content stock with tinted in- 
side. Outside has regulation red and 
blue border VIA ATR MAIL (CORREO 
AEREO) printing. Envelopes are made 
in No. 6% and No. 10 sizes. This firm 
also offers lightweight papers for both 
airmail and manifolding use, and to save 
postage on all mailings. Samples of their 
papers and with economical 
prices for various quantities can be had 
from the above address. 


envelopes 


OFFICE FURNITURE 


Hekman Industries, Ine., Grand Rapids, 
Mich., successors to Gunn Furniture Co., 
makes a line of desks and harmonizing 
furniture in regular walnut for immedi- 
ate shipment. Production is being started 
in silver gray walnut and Softone oak 
Karl F. Schmidt has styled the 
meet 


finishes. 


line to contemporary preferences 


with emphasis on the functional. The 


construction and 
locked to- 


rails 


desks feature dovetail 
rails, panels and posts are 
gether with the drawer bearing 
dovetailed to posts and glued to side 
panels, utilizing aircraft shear construe 
tion and making for great rigidity. Desks 
have interchangeable drawers and island 
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tases with adjustable steel glides pro- 
viding height range of 29” to 3014"; 
densified Xneewell posts and rounded top 
and post corners, 
tables, stands, 
of desks for 
clerical use, 


Complete line includes 


bookcases and a variety 
and 


are 


secretarial 
Individual _ pieces 
adaptable to each other so complete 
groupings can be made or new units 
added at any time. Illustrated folder and 
prices from above address. 


executive, 


COIN HANDLING 

Klopp Engineering, Ine., P. O. Box 
134, Plymouth, Mich., has published a 
folder on their Coin Counter which illus- 
trates the problems of coin handling and 
shows how departments or businesses 
handling coins, even in small volume, can 
use mechanical equipment to increase the 
efficiency of the operation. Klopp also 
supplies equipment for sorting coins, in 
both electrical and manual models. 


PAYROLL DEDUCTION 
COMPUTER 


Ayers Mfg. 1006 Wilmington 
Blvd., Wilmington, Calif., makes the 
Ayers Caleuler-D payroll deduction com- 
puter which indicates exact Social Se- 
curity and withholding tax deductions 


Co., 


for each payroll amount. A turn of a 
knob rotates the cylinder to the desired 
wage amount and the correct deductions 
are read through the clear plastic win- 
dow which is adjustable for individual 
vision. Interchangeable plastic drums 
carry the deduction charts for weekly, 
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bi-weekly and semi-monthly pay periods, 
The weekly chart shows deductions for 
pay amounts from $13 to $200; bi-weekly 
chart covers $26 to $400; semi-monthly 
cylinder, from $28 to $500 
Replacement 
future deduction changes will be made 
when required. The Ayers Caleuler-D re- 
tails at $18.75. 


FORMS-PAPER DATA 


Parsons Paper Co., Dept. 2-G, Holyoke, 
Mass., offers a free booklet describing 
how to purchase and use ledger papers 
and index ecards more efficiently for ac- 
counting and other record keeping pur- 
In non-technical terms, the book- 
let outlines the significant differences 


all inclusive. 


cylinders containing any 


poses. 


among the various grades of high quality 





Number of 
Times 
to be Posted, 
Handled or 
Referred to 


Number of 
Years 
Record 
to be 

Kept 


Recommended 
Quality 





extra 100% 
cotton and linén 


100% cotton fiber 


any number 
over 25 years 





usual 





over 1000 
less than 1000 


100% cotton fiber 
75% cotton fiber 





15 to 25 years 





over 1500 
750 to 1500 
500 and less 


100% cotton fiber 
75% cotton fiber 
50% cotton fiber 





10 to 15 years 








100% cotton fiber 
75% cotton fiber 
50% cotton fiber 
25% cotton fiber 


over 1800 
1000 to 1800 
500 to 1000 
200 to 500 








5 to 10 years 








over 2000 
1000 to 2000 
500 to 1000 
500 and less 


100% cotton fiber 
75% cotton fiber 
50% cotton fiber 
25% cotton fiber 








5 years and less 


























Included is a 
four 
papers 
recommended 
length of time the 
kept and the number of 


stocks. 
classifies the 
fiber 
00% and 25% by 
with the 
records mav be 


papers and card 
table 


grades of 


which major 


L00c¢ 


eotton Cs 


us#pes 


times they may be handled. Many manu 


facturers of fine paper, the booklet points 
out, now ell their product ‘‘cotton fiber 
paper’’ 
frag content 
rags—formerly used for many papers and 
still used for tend to make the 
Pape itself weaker, Just as important 
as the materials used, according to Par 
8Ons, are the methods of manufacture and 
precision Por 
Standards. 
C@psing at every stage, frequent chemical 
amalyses of the batches of materials, pre 
cision paper machines to 
maintain weight and thickness, and sheet- 
by-sheet after air drying. 
Copies of the booklet are available from 


above address. 
rs 


DESK TYPEWRITER-PLATFORM 
Boosier Desk CO., 
thé Right-O-Left Typewriter 
which converts any 


pedesta! desk wood or steel) with an 


11%” to 14” pedestal leaf-opening, into 


rather than ‘‘rag paper’’ or 


paper ‘ because old, worn 


some 


methods maintaining 


Fine paper requires slow pro- 


gages on the 


Inspection 


Jasper, Ind., makes 
Platform 


single or double 


a typewriter desk, The platform clamps 
desk 
type 
parts 
to get out of order and anyone can at- 


on quickly without damaging the 


support to the 
There are no 


and gives rigid 


writer. mechanical 


tach platform with a screwdriver by re 


104 


moving the sliding leaf, inserting the 
platform and tightening three 
Literature from above address. 


screws. 


STENCIL DUPLICATOR 


Hart Mfg. Co., St. Paul 4, Minn., have 
developed an electric model Stencil Du- 
plicator which rounds out their complete 
line of duplicating machines. The Model 


at atemmeatiies amend - 


HM 249E features fast and automatic 
hairline registration, full ream paper ¢a- 
pacity, highly efticient feed assembly and 
a built-in counter. It has a streamlined 
and is finished in 
hammered office gray. 


modern appearance 


COIN COUNTER-WRAPPER 
Henderize, Inec., 5667 Freeport Blvd., 
Calif., makes the Rap-A- 

and wrapping machine 


r'é 
Bac 


Sacramento, 
Coin counter 


which measures only 6” long and 3” high. 
This hand operated machine zips pennies, 


nickels and dimes into tubular paper 
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wrappers. The user simply inserts the 
desired tubular wrapper for pennies, 
nickels or into the end of the 
corresponding tube. stacked 
on edge in the tube until it is filled 

which gives the user the correct count 


dimes 


Coins are 


automatically—and are then pushed into 
the wrapper with a plunger. Manufac- 
tured aluminum, 
in brown baked enamel, the Rap-A-Coin 
retails for $7.50, 


from die cast finished 


LOUNGE FURNITURE 


Emeco Corp., Hanover, Pa., announces 
the addition of three lounge models to 
its line of oftice furniture: a chair and 
2-seat and 3-seat settees. Constructed of 
sturdy, lightweight aluminum, the frames 


are scratch-finished and feature Eme- 


coated anodized finish. All have deep 
innerspring cushions which are reversible 
and interchangeable. Simulated leather, 


plastic upholstery has a woven base and 


is flame and stain proof. Available in a 
wide range of upholstery colors and tex- 
tures, equipped with hard rubber glides 
and arm Literature from above 
address. 


rests, 


BINDER CATALOG 

Star Loose Leaf Co., 169 Duane SBt., 
New York 13, N. Y., announces their 
latest catalog No. 150 which contains full 
specifications and illustrates all items in 
their complete line of loose leaf binders 
including ledger binders; post, chain and 
prong binders, and ring books in all 
sizes. Also included are indexes and 
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metal parts for all types of binders. 
This 64-page, spiral bound eatalog is a 
handy reference for and 
users because of the wide range of prod- 
ucts covered and, in many instances, the 
item’s operation and use is described and 
illustrated. Star’s Catalog No. 150 can 
be had by writing the above address. 


dealers large 


ELECTRONIC COMPUTER 
Research Corp., 3348 W. 
Blvd., Hawthorne, Calif., 


makes the CRC 102 general purpose elee- 


Computer 
El Segundo 


tronic computer which occupies less than 
8 sq. ft. of floorspace (3% ft. long, 2% 
ft. wide, 4% ft. high) and operates @n 
110 v., 60 eyele AC. It weighs under 500 
Ibs. and its comparatively low cost puts 
it within offices, Its 
control about the size of a 
desk adding machine and it need not be 


range of many 


panel is 


near the computer which is portable 6n 
its casters. It does all types of calculat- 
ing and in 70 milliseconds does an opefa- 
tion which a fast calculator operator does 
The CRC 102 is said to 
operate a long time without maintenance 
and not to require a technician in con 
stant attendance. A located 
electric typewriter and keyboard is used 
for input and output and the computer 
can operate also by magnetic tape unit. 
Available commands in 


in 20 seconds. 


remotely 


3-address code 


105 





| Best Buy 
| of 1952! DURO’s 


Sturdier new Tab Card File 


THIS YEAR or any yeor, Duro all-stee! cabi- 

nets are the soundest investment you can 

make! Completely redesigned for ‘52 — 

sturdier frame, strong new. drawer built to 

Jast, rich ‘Slatestone’ grey finish. Duro has 

every fine quality feoture for safe, rapid 
handling of cards! 





Full-extension, full ball bearing suspension! 
22 solid front drawers, smooth, welded corners! 
Positive latching of drawer cradles! 

Available with plunger type master lock! 
Maximum index tab clearance! 

Optional low side drawers, especially 

for reference! 


List Price 


$995 00 


FOB FACTORY 


Cabinet 
Dimensions 
20-3/32” wide 
281” deep 
545%” high 


Approximate 
Crated 
Shipping 
Weight: 

400 pounds 


Represented by 
leading office 
equipment deal- 
ers in most 
principal cities 
nationally 


Tabulating Accessories Division 


Duro Consolidated, Inc. 


P. 0. Box 248, Redwood City, Calif. 


are: add, subtract, multiply, divide, shift, 
compare (conditional or unconditional 
transfer of control), extract, halt, print 
tape. It uses a binary number system 
with octal imput-output ca 
binary or 14 octal digits. 
Numbers are stored as absolute values 
and with Magnetic drum stor- 
age for 1023 words. Complete informa- 
tion, price and delivery date from above 
address. 


internally 
pacity: 42 


signs, 


5-ACTION NUMBERER 

Wm. A. Force & Co., 64 White St., 
New York 13, N. Y., have added a 5- 
movement machine to their line of hand 
numbering and dating machines. The 
Foree 5-Action Hand Numbering Machine 
contains two extra movements for tripli- 
cate and quadruplicate in addition to the 


standard consecutive, duplicate and re- 


peat movements. The machine will be 
made in the two popular styles, ‘W’ (Ro- 
man) and ‘P’ (Gothic) in the 6-figure 
wheel capacity. Force has increased the 
guarantee period on their Hand Number- 
ing Machines and Metal Daters from 
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IT’S REVOLUTIONARY! 


Makes 


DRY 


deren segs” 
of anything 4 


instantly! 





New, low-cost machine makes 
photo-exact copies from orig- 
inal letters, forms, bids, con- 
tracts, invoices, reports, blue- 
prints—right in your own office. 


Here is the first major advancement in office 
copying in the last 15 years. Can save you up to 
80% on your copying jobs! Eliminate costly re- 
typing, handcopying, checking or sending out- 
side for expensive copying service. The Auto- 
Stat is the first low-cost machine that makes 
error-proof, legally acceptable, black and white 
photo-like copies—WITHOUT SLOW, MESSY 
DEVELOPING, FIXING, WASHING OR DRY- 
ING. It’s fast—only 2 simple steps instead of 
12 required by old methods. Makes prints in- 
stantly from any originals—whether printed on 
one or two sides. Requires no dark room—and 
any inexperienced clerk can operate it! 


Pictures and tells complete 
Auto-Stat story—shows 
you how you can use this 
revolutionary new photo- 
copy method 


tHE APECO 


Hts Stat! 


ALL ELECTRIC! FULLY AUTOMATIC! 


NEW! Nothing else like it! 
So low cost! So compact! 


About the same size as a typewriter—and costs 
less! It's portable—just plug in any outletr— 
andthe Auto-Statis ready for instantoperation, 


No developing No fixing 
No washing No drying 
No installation No fumes 


Representatives in every principal city. 


American Photocopy Pan Co. 

2859 North Clark Street, Chicago 14, Ill. 
Please Rush me—without obligation—FREE 
copy of your new book on Auto-Stat—with full 
details on this new photocopy method. 


Name. 





Firm 














one years to five years. With the new 
stocking plan called Force Profit-Pack- 
age Plan, dealers are able to take care 
of all of their customers requirements 
at a more substantial profit than here- 
torore. 


a 
4 
oh 


IDENTIFICATION SYSTEM 


Authorite Co., Dept. 32, 1 Baker St., 
Providence 5, R. I., announces the Au- 
thorite identification system for use of 
both defense employees and charge ac 
count customers. For employee identifi- 


cation, this system eliminates fingerprint- 
ing, photographing and signing. The 


r| Authorite is a mechanical system and the 
a 





) duplicator-- 


... because a MARR is better by far! 


DP The New MARR "20th Century”, trated, en 
Bou versatility, speed, accuracy, cleanliness and 
economy. 

@ Prints up to 12,000 

@ Automatically feed 


| et 
Le y 


’ t J snow 4 
>» New MARR pays for 


MAIL THIS COUPON TODAY! worker carries his identification unit in 


the form of a key-chain tag 3” long by 
7/16” in diameter. A decoding machine 
measuring 6” x 6” x 4%” is used at en- 
trances or checking points. Only the 
machine can implement identification so 
the Authorite Key cannot be used for 
unauthorized identification or credit pur- 
poses. The charge account application 
has been used by a New England depart- 
ment store four years without one case 
of fraud. In addition to identifying 
charge customers, the system provides 


MARR DUPLICATOR CO., Inc. 


53 PARK PLACE, NEW YORK 7 
Please send me more information about 
MARR Mimeo-Duplicators 
1 would like a demonstration in our office. 
Name 
Company 
Street 


City : Zone State 
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The First 

OFFICE DICTATING —— ak 
SYSTEM Using 
Magnetic Tape Is 





Now Available! 


FEATURES 


Automatic Erase 
Completely error-free dictation 
Efficiency to the Nth degree . . . designed solely to reduce dictating and tran Wo slow-ups for correction 
scribing costs to a minimum... these are the outstanding reasons why the Magazine load 
Permoflux Scribe is fast becoming a leader in the field of office dictating systems Push button indexing 
The Scribe is the first and only dictating system to employ a far superior Bell warning before tope ends 
medium of recording the human voice. The high fidelity of magnetic tape Foot control back-spacer 
makes every word of dictation syllable-clear Instantaneous stort and stop 
There are no slow-ups for corrections. They're automatically erased as the Voice level indicator 
dictator goes along. This means any typist can speedily transcribe absolutely Automatic stop 
error-free dictation. First cost only cost 
In addition, the reels of magnetic tape are enclosed in a snap-on magazine No recording medium to buy 
which allows split-second changing from one Scribe to another. No reprocessing 
ee are no adjustments to make. . no tape to handle THIS COUPON 
ompare these high efficiency time saving features with any 
other dictating system. Actual records show that on the basis of Sante deed aeons dian ox Geet Dept. OF -52 
20 letters dictated and transcribed a day using the Permoflux Scans din eu entnahets bilerenitie aheuk te ante 
Scribe, savings amount to sixty-five cents for each letter taken in Permefiux Scribe 
shorthand and fifteen to twenty cents per letter when conven Nome _ 
tional dictating systems are employed. A few minutes demonstra Title 
tion will convince you. Permoflux Corporation, 4900 West Grand Address__ 
Avenue, Chicago 39, Illinois. Cry___ 





Manufacturers of RADIO, SCIENTIFIC AND ELECTRONIC EQUIPMENT FOR OVER A DECADE 


DEALERSHIPS STILL AVAILABLE IN A FEW LEADING CITIES 
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An acknowledged source 
of supply for printing 
Hectograph duplicating 
masters! 


_ ACCURATE, 


CONOMICAL S 


interleaver 


Hecto- 
carbon 


One time 
carbon 


Bond 


MULTIPLE PART 
MASTER SET 


¥,, us for review of your forms and systems 
Business Forms 
Carbon Interleaved Forms 
Pegboard Systems 
Duplicating Systems 
Bookkeeping Machine Forms 


ercury 


Printing Company 
200 HUDSON STREET, NEW YORK 13, N. Y. 


WaAlker 5-5604 
eeceeeeeesOese eee eeeeee 
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; an 


| carbon copies, on 





| cardboard. 


| be printed on a single card. 


indelible record of each 
containing up to 7 


transaction 
lines with up to 8 
of which may be a 
ecard. The system is fast, 
simple and economical; and full details 
can be had 


tabulating 


from above address. 


CARD DUPLICATOR 
Print-O-Matie Co., 
Chieago 54, IIL, 


Merchandise Mart, 
makes the improved 


Model A-2 Print-O-Matie automatic ecard- 


size duplicator with a new feed arm to 


give more positive feed. The proven one- 


at-a-time, accurate register feed of the 
former feed arm has been further insured 


| by the new design. The drum is completely 
| closed to prevent any possibility of ink 
| drip from the drum interior, The ball bear 


ing rollers give longer wear and smooth 
er, easier operation, The automatic card- 


| size duplicator can print over 2,000 copies 
| per hour at a cost of less than 8 cents per 


thousand, It is easily adjusted to handle 
”" index ecards, U. 8. 


government postal cards and up to 4” x 


any ecards from 3” x 5 


| 6” eards. Its spring pressure drum mount- 
ing provides constant pressure for per- 


fect printing on thinnest paper or heavy 
$y using replaceable, easy- 
to-clean drums as many as 4 colors may 
Hairline 
register also helps simplify multi-color 
work. Print-O-Matie Co. also makes the 
new Print-O-Stamp for addressing, label- 
ing, marking, and printing 
anywhere. It requires no pad and has no 
moving parts. A patented ink reservoir 
the flow of fast-drying, 


endorsing 


controls non- 
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For construction features that attract customers 
let’s bring up “REINFORCEMENTS” 


Users of metal office furniture have a right 
to expect efficiency, comfort, economy and 
eye-appeal . . . and they get them all by 
insisting on INVINCIBLE. But Invincible 
also assures the all-important factors of 
STRENGTH and DURABILITY, through 
extra rugged construction as shown in the 
drawing at the right. Note how a 30” desk 
top is reinforced by 3 big box channels plus 
the 2 angle rims at the edges for a total of 
5 supporting members. A 36” top has 5 box 
channels and 2 angle rims for a total of 7 
sturdy supports. Each desk slide also has a 
rugged box channel support. Each desk 
island has 2-supporting box channels which 
combine the strength of the island inter- 
members with the vertical reinforcements 
shown at the side of the pedestal. Because 
these reinforcements are placed on both sides 
of each pedestal, any shocks resulting from 
dropping or rough handling are absorbed 
through the entire framework of the desk. 
For detailed information on other distinctive Commercial Office Equipment 
features which convince users that Invincible “FOR BETTER BUSINESS LIVING” 
equipment is a wise investment “‘for better 
business living’’—write the factory direct. 


INVINCIBLE METAL FURNITURE CO. @© MANITOWOC, WISCONSIN 
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Odin? 


“The machine to count on” 


Ask for 
Bulletin 
QO-25 


% Adds 

% Subtracts 

% Multiplies 

% Credit Balance 


Remarkable Engineering 


Innovations: 
Dual purpose operating keys. 
Non-add and electric correction keys. 


No idle strokes. 
Rubber cushioned mechanism. 


Fast unidirectional main shaft for 
long life, speedy and quiet operation. 


Quick and easy repairs through 
simplified assembly in sections. 


Rubber roller feet permit moving 
without lifting. 


Compare 
Prices and Performance 
DEALERSHIPS AVAILABLE 


IVAN SORVALL, PRES. 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A 








smearing, waterproof ink. Handy and 
easy to use, Print-O-Stamp produces 
thousands of sharp, clear copies from 


each stencil. 


PRODUCTION CONTROL 


Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., offer a free 56-page 
book, ‘‘Production Control Systems and 
Procedures’’ which details a method of 
materials control that results in a shorter 
production planning cycle while speed- 
ing production by eliminating the causes 
of varied delays on the production line. 








The book, fully illustrated with typical 
forms and procedure charts, outlines com- 
plete procedures for engineering, produce 
tion planning and progress, machine load, 
material and tool procurement and con- 
trol. Included is a typical case history 
which reviews an installation that has 
been a successful operation for several 
years. Production executives can re- 
ceive their copy by requesting publica- 
tion X-1268. 


CHAIRS 
Taylor Chair Co., Bedford, Ohio, offer 
their latest 76-page catalog No. 136 which 
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EXPRESS 


INKER 


EFFICIENT 
SIMPLE 
CLEAN 


QUIET 


Stencil duplicating is the quickest, 
cleanest, quietest and most efhi- 
cient office reproduction process 
with the new Gestetner Duplica- 
tor. It’s the most economical too, 
because not a drop of ink is ever 
wasted, not a sheet spoiled or fed 
through without printing. The 
Gestetner’s automatic operation 
makes it the first choice of all 
duplicators for the modern office— 
for all office duplicating, in any 
color, on any paper stock up to 
84,” x 14’. World famed since 
1881. Write for illustrated litera- 
ture today ! 


DUPLICATOR CORPORATION 


50 McLean Avenue, Yonkers 5, N.. Y. 


Telephone: Yonkers 8-6666 
* 


1724 H Street, N.W., Washington, D. C. 
Telephone: Executive 1350 





Gestetner's special 
ink tube is inserted 
into the machine— 
no squeezing or 
touching ink with 
the hands. 


A lever. controls ink 
supply while a visible 
indicator shows ink cov- 
erage. 


One finger operates 
ink pump lever con- 
trol. Hands, clothes § 
and work area re- 
main spotless for 
clean results. 











e MANUFACTURERS 
e EXPORTERS 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales 


MONEY TALKS! Look at these statistics for only one month’s exports. Then give 
serious thought to your own overseas trade. 


United States manufacturers during last May exported: 


$16,672 of lead pencils to Colombia. 

$ 3,545 of carbon paper to Bolivia. 

$ 3,011 of desk pen sets to Venezuela. 
$19,089 of addressing machines to Mexico. 

$ 7,147 of duplicating machines to Brazil. 

$ 2,498 of dictating machines to Cuba. 

$ 3,171 of safes to Costa Rica. 

$ 5,321 of metal filing cabinets to Guatemala. 


These figures are random samples. Annually the entire Latin American continent 
will absorb a very impressive volume of your products. There are 19 countries in 
Latin America where all the office equipment and stationery importers, distributors, 
dealers and larger users receive La OFICINA. They keep it, refer to it as a 
guide and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1952 La OFICINA. Its advertising rates are low—its coverage is complete. Your 
advertising in La OFICINA is basic to establishing and building a profitable 
Latin American trade. 


Send now for more detailed information on circulation, rates and a copy of last 
year’s issue. Advertising forms close in March. 
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contains full-page illustrations of their 
line of all-wood chairs in all office styles, 
settees, davenports and special chairs 
for courtrooms, banks, ete. Full specifi- 
cations are given for all items and group- 
ings of reception room furniture are in- 
cluded in this catalog which can be had 
from above address. 


CARBON PAPER 
Mittag & Volger, Ine., Park Ridge, N. 
J., makes Silk Spun Carbon Paper which 
features a clean-edge and modern pack- 
aging, and offers exceptional manifold- 
ability, cleanliness and wear. The 
Miracle-Tone slip resistant back with its 


soft color adds dignity to this carbon. 
Silk Spun is a premium carbon, especially 
designed for the discriminating, with its 
clean-edge for quick, clean removal. It 
is offered in a complete range of weights 
and finishes to meet all requirements. 
Write to above address for particulars 
and samples, 


DUPLICATING STENCIL 


Rex-Rotary Distributing Corp., 19 West 
31st St., New York 1, N. Y., introduces 
genuine Yoshino tissue stencils with a 
fine coating for faithful copies of typing 
and stylus-work. Their long, strong 
fibres give the stencils added strength. 
Coating is acid-free and will not be af- 
fected by air, nor will it attack rubber 
parts of the typewriter. Every stencil 
has a reinforced heading giving multiple 
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SSSSSRSSSSSSSSSSSHSEEEHEEESeSeeeeeeee: 


VUE-FAX CORPORATION 

90 Gold St., New York 38, N.Y. 
Please explain how | can 

simplify ps systematize my 

record keeping with VUE-FAX. 

NAME 

FIRM 

ADDRESS 











Saseo THE OFFICE MACHINE 
STAND YOU CAN'T TIP OVER! 


Tusco Stands are adjustable for uneven 
floors, they won't vibrate, won't tip over. 
Made for all electric typewriters and 
most business machines, Tusco Stands safe- 
guard your machines against expensive 
repairs, give more operator comfort, 


Write for folders Today! 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue 


Detroit.8, Michigan 
Established 1921 








ENVELOPES 


(PRINTED OR PLAIN) 
EVERY KIND 


EXCEPTIONALLY 
FAST DELIVERIES 


Send us samples of 
your envelopes and 
note the quantities 
you usually order — 


Let us quote — 
Then COMPARE. 


EVERY TYPE OF PRINTING 
FOR OFFICE AND FACTORY: 


1. - Time Carbon Forms 
Manifold Books 
Commercial Forms 
Bookkeeping Machine 
Forms 
Paper - Envelopes 


We not only SELL... but SERVE a4 well / 


ESTABLISHED 1920 


HYGRADE 


. PRINTING ¢ STATIONERY CO. INC. . 


121 VARICK STREET, NEW YORK 13, N. Y. 
Algonquin 5-4530-1-2-3-4 


t AVE $$ 


ELLIOTT 
BELKNAP 


TYPE 
STENCILS 


ALSO 


ADDRESSING AND 
CUTTING SERVICE 


ADDRESS-O-RITE 
STENCIL & MACHINE CO., INC. 
64-74 W. 23rd St., New York 10, N.¥ 
OR. 5-3240 


116 


strength to the punched holes. Stencil 
and cushion sheet are tightly glued into 
the heading and cannot slip out of place. 
Made in blue, white and greenish-white 
with Rex-Rotary and standard American 


headings. Available to dealers and users. 


ADJUSTABLE STOOLS 


Maso Steel Products, Dept. O, 81 W. 
Van Buren St., Chicago 5, Ill., makes an 
Adjustable Extension Stool, in two sizes, 
with metal edges enclosing the Masonite 
seat completely rolled under and no sharp 
edges, no nuts nor bolts to cause hosiery 
damage or finger cuts. 


runs, clothing 


Throughout, these stools are quality built 


pleasing design, extra long 
life and utility. The seat is perforated 
for comfort full 


diameter. Steel " 


to ussure 


Masonite cooler and a 
14” in 
tubing with the center foot ring and seat 
electro welded to clatter- 
proot duty. The No. 317 Model is ad- 
justable from 17” to 25” in height. The 
No. 324, from 24” to 32” in height, at 1” 
intervals. Adjustments are made quickly 


legs are of % 


base assure 


with the machine set screws and special 


washers provided. All metal is finished 
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MADE IN 5 
DEGREES 
Oe. §.....50 
No. 2. MEDIUM 
No. 2%...... FIRM 
No. 3.......HARD 
No. 4..VERY HARD 


MONGOL 


Business Pencil of He Weld 


@ SMOOTHER ‘a ivod thot writes with Effortiess Eose! 
@ LONGER WEARING... superfine Complastic graphite—more writing copacity! 


@ STRONGER... wood-to-lead 


@ NEATER ... unexcelled eraser ‘cleans as © 


@ STURDIER . . . distinctive yellow bonded ferrvle—the mark of quality! 


@ MORE ATTRACTIVE. .. all-new, eye-catching packaging! 


TRAOE MARKS REG. U.S. PAT. OFF. 


THe Orrice—February, 1952 


117 





NOW ANOTHER NEW PRODUCT 


For Sale Through 
Office Supply 
Dealers 


| mately 10 lbs., packed 8. U. 
| ton. 








Portable SPIRIT DUPLICATOR 
Use it for copies of anything you can 
type, write, or draw. No ink, no stencils, 
no gelatin—just prepare a paper master 
fjand make the copies you need—the same 
@lear, sharp copies that you get from the 
big, expensive, rotary duplicators. 


$ Te PLETE 
M 
ONLY 3 verre SUPPLIES 


The Master Portable is a truly IN 
EXPENSIVE spirit duplicator which 
gives the same HIGH QUALITY prints 
as do higher priced liquid process ma- 
chines. Impression paper is ROLLER 
MOISTENED. Bronze bearings on 
rollers. Weighs only 12 pounds—ean be 
e@rried about like a portable typewriter. 
NATIONALLY ADVERTISED for the 
first time in February. Ads will appear 
in SATURDAY EVENING POST, NA. 
TION’S BUSINESS, THE INSTRUC 
TOR, SCHOOL EXECUTIVE—SCHOOL 
EQUIPMENT NEWS. 


Write for details and dealer discounts 


fade rd rece C2 


6500-0 West Lake Street, Minneapolis 16, Minn. 
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| restful 
| sitting 








| additional 
| back 
| with top-grain leather. 


in smooth baked enamel in office green 
or gray. Chrome plated, rubber cush- 
ioned glides add to the overall ef- 
ficiency and utility. List price for the 
No. 317 Stool is $11 and for the No. 324, 
$12.75 with a shipping weight of approxi- 
one to a car 
Prices F.O.B. Factory. 


EXECUTIVE POSTURE CHAIR 
B. L. Marble Chair Co., 51 Willis St., 
Bedford, Ohio, makes the model No. 


| 4012% AF Executive Posture Chair with 


spring-controlled tilting back and seat 
which are fully adjustable to provide 
whether the user is 
erect or leaning back to relax. 


support, 


. 


Molded foam rubber cushioning is em- 
ployed as filling for the shaped back, 
and seat, supported on a flexible base for 
resilience. Upholstered arms, 
and sides of the seat are covered 
The top of the 
seat is finished in Bedford Cord fabric to 
retain the full softness and resilience of 
the foam rubber. The frame is expertly 
finished in walnut, mahogany or oak. A 
feature of this chair is the Marbltilt 


| swivel mechanism which provides a tilt 
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Calculating champion 


in 15 minutes! | | 
\ | pe 


Of 6 
\w ay 
\ vas | 

4 


Fully Automatic Electric 
FACIT ESA-0 





It took her only 15 minutes to be the calculating 
champion of her office . . . thanks to Facit, the 
simplest fully automatic calculator ever produced. 
For a Facit no trained operator is needed; after 
a few minutes’ practice anyone can learn to per- 
form every kind of calculation with Facit’s bril- 
liant 10-key system. Turn tiresome calculating 
hours into minutes of fun with Facit—the world’s 
most exported calculator. 


DUSTPROOF e RUSTPROOF e FOOLPROOF 


<r ATVIDABERGS 1 FACIT 


AKTIEBOLAGET ATVIDABERGS inoustrier Peeling 


U. S. SUBSIDIARY 
FACIT INC., 500 FIFTH AVENUE, NEW YORK 18, N. Y. * PHONE: LONGACRE 5-1095 
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THIN | 
PAPERS 


Reduce 
MAILING 
pease 
FILING 


oe eC K 


Tre PAPER S 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 


ESLEECK 


Manufacturing Company 


Turners Falls, Mass. 


ing action for the seat and the back. 
Double compression springs, which con- 
trol the tilting action of both back and 
seat, incorporate a construction featuring 
rubber cores to cushion the tilting action 
and prevent spring breakage. Desired 
tension is maintained by a handwheel 
which controls both springs. Cold-rolled 
steel straps supporting seat in front and 
rear assure even distribution of weight. 
A ball-bearing device in the mechanism 
provides long life and easy swiveling. 
Chair back is adjustable from 914” to 
2114" (measured from the seat to top 
of back) and height of seat from floor 
is variable from 18” to 21.” Adjustments 
are made by conveniently located hand- 
wheels. Sitting depth is a full 1914”, 
width of seat at front is 24” and dis- 
tance between arms is 20”, Write for 8- 
page booklet, ‘‘ Fatigue Takes a Holi- 
day.’’ 


DUPLICATING KIT 
Hever Corp., 1840 8S. Kostner Ave., Chi- 
[I1]., makes the Dupli-Kit in a 
handy carrving case about the size of an 


cago is. 


ordinary tackle box. It contains two 
machines and all supplies required to 
print and address posteards, announce- 


ments, advertising pieces and forms in 
the home or at the office. Basie units in 
the Dupli-Kit are the Portable Printer 
and the Portable Addresser. The Port- 
able Printer accommodates a low cost 
stencil on which messages are typed, 
written or drawn. Automatically inked, 
it will print envelope stuffers, shipping 


THE Orrice—February, 1952 








4 ‘ 
TABULATING CARD 
OFFICE EQUIPMENT 

















CON ROL 
gypErvisek 


/ 


THE proper and efficient operation of your electric accounting 
installation calls for the comprehensive use of a number of items. 
MONARCH METAL PRODUCTS, Inc., manufactures a complete line 
of office equipment — of all steel construction — for the filing, 
moving, sorting and storing of your tabulating cards. 








Fabrication and finish are of the finest; design is pleasing as well 
as practical and utilitarian. 


Offered are tub files, both vertical and horizontal; sorting racks; 
sorting rack trucks; single and double sided portable racks; stationary 
storing racks; transfer storage cabinets; key punch desk files; card tray 
trucks; trays; control panel cabinets and accessories; and other items. 
We will be happy to help you with any of your tabulating problems, 
whether they be of design or space. 


MONARCH Exclusive representatives in many cities 


METAL PRODUCTS INC 


724 S. COLUMBUS AVE., MOUNT VERNON, N.Y. 


REG. U. S. PAT. OFF 








WINNING INSTANT ACCLAIM 
FROM THOSE WHO KNOW 


The New Silk Spun with Clean-Edge 


The immediate and tremendous response from dealers throughout the country 
has shown how quickly they respond to a vastly superior carbon paper 


Stationers who realize the importance of carbon paper that sells and resells 
are ordering this newest’ of ll carbons as never before 


Check the following salesmaking advantages 


MANIFOLD ABILITY 
CLEANLINESS 
DURABILITY 


PLUS 


CLEAN-EDGE for smudge free fingers 

Ease of handling and rapid collation 

Quick removal 

Extra writing strength 

The new superior MIRACLE-TONE velvety grey back 
Eye-appealing packaging and colorful back imprint 


> and more customers every day are demanding the best 
Silk Spun Carbon Paper 


ing new carbon paper demonstrated. For particulars 
branch office 


MITTAG & VOLGER, INC 


MITTAG & VOLGER BRANCH OFFICES 


NEW YORK 7, N. y 
261 Broodway CHICAGO 6, ILL. 
y 558 W. Washington Street 59) Mane SCO 5. oe. 


75 High Street 1013 Grand Avenue 406 South Main Street 
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tags, price cards, discount sheets, menus, 
notices in perfect register and can be 
used for personalizing printed material. 
The Portable Addresser utilizes a roll of 
paper comparable to the film roll in a 
camera, on which up to 250 addresses are 
typed. Multiple rolls can be used for 
longer lists. With a single, one-hand mo 
tion, the address is rolled on. Each roll 

be used for 100 or more 
Both Addresser and Printer 
are about the size of a small camera, and 
have an attractive Hammerloid 


finish. 


of names ean 
impressions, 


gray 


SMALLER PERSONAL FILE 
Amberg File & Index Co., 1601 Duane 
Blvd., Kankakee, LIL, makes the Junior 
Size Personal File which measures only 
74” x 7%” x 5” and can be tucked away 
in a bureau drawer or in small space on 
any shelf, for professional people, home 


r 


makers and students. The Amifile is 
equipped with 24 patented cushion type 
folders, alphabetical, monthly and nine 
plain ones to which can be affixed any 
of the 73 special gummed labels that are 
furnished to 
Insides of 


cover practically every 


need, folders are ruled for 
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7, 


BRAND NEW REPLIMAT 
ALL PURPOSE OFFSET 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual 
test to give 2 to 3 times more typing. 


Send for trial ribbon oo as $1.25 
postpaid TODAY . 1.B.M. $1.50 


RE PLIC A cotronstion 
Manufacturers of Offset 


Duplicating Supplies 
154 NASSAU STREET, NEW YORK 38, N. Y. 





FAMOUS 


BOSTON wove: KS 
Nickel-plated receptacle, heavy 
stand, dial selector for 8 pencil 
sizes—plus the famous BOSTON 
twin milling 30 cutting edges. 

C. HOWARD HUNT PEN CO. 


CAMDEN 1, N. J. Also manufacturers of 
Speedball Pens and Products... Hunt Pens 





ees Backed by a Full Year’s Guarantee 











| 





ACTIVE OFFICE MACHINES 
ARE SAFER — with —— 


THE 
OFFICE 
MACHINE 
STAND 
YOU 
CAN'T 
TIP 
OVER! 
Tusco Stands provide a combination of strength, 
stability, operator comfort and beauty avail- 
able in no other office hine stand. Equipped 
with an adjustable ball foot the TUSCO Stand 


provides solid support for the heaviest, most 
active machines on the most uneven floors. 








TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Ave. 
ESTABLISHED 1921 


Detroit 8, Mich. 


ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
QN ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mess. 








use as budget, expense or other records. 
Style 775 is made of steel in craftsman 
copper finish, with strong lock and key; 
sells for $5.40. Style 705 is finished in 
mottled leatherette in attractive shades 
of red, green or tan; sells for $2.70. 


CHECK PROTECTION 


Safeguard Corp., Lansdale, Pa., offer 
a free folder telling how to protect 
against forged checks and how to detect 
counterfeit bills. Folders are available as 
a public service to banks, dealers, 
schools, ete., and can be had on request. 


ADDRESSING MACHINE 


Weber Addressing Machine Co., 200 W. 
Central Road, Mount Prospect, Ill., makes 
the Weber Tag-O-Graph Model KC which 
addresses from typed or handwritten 
stencils available in three sizes for tak- 
ing 9, 12 or 15 lines of copy. Machine is 
adjustable to print and cut off labels 
from a minimum size of %” x 2” to a 


° 


” 


maximum size of 34” x 6”. Simple ad- 
justments permit quick changes for va- 
rious sizes. Label stock is automati- 
cally fed through the machine and 100 


| printed labels are turned out per minute. 
| A counting device tabulates the exact 


number required. Feed mechanism in- 
sures uniform and positive registration, 
each label bearing identical imprint. 
Anyone can operate the machine, avail- 
able in manual and electric models. Elec- 
tric model is equipped with pre-set auto- 
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Visualize Your Staff 
with Robotyper 
Equipment . a 


Now you can minimize the cost and effort One ate -, 
of routine correspondence that burdens Robotyp = nvith 
your staff—yet have every letter or mem- 
orandum individualized in greeting, and 
by personal inserts of names, dates and 
amounts, etc. ge Clectric typewriter 
} hed ays available for 
Robotyper operates automatically at three anual operation, 
times usual hand speed. Robotyper knows 

no fatigue; requires no special typing skill; 

always works at top speed. 

Several excellent territories are available to respons- 


ible organizations who can qualify . . . offering a 
splendid opportunity in a fast-growing industry. 


Send coupon ROBOTYPER CORPORATION 
today for com: 121 Allen Street East, 
plete informo- Hendersonville, North Carolina 


tien abheu Please forward information on how Robotyper can 
ROBOTYPER help my firm. 
equipment. 
Ae) 
o} : JGley-eale).| COMPANY 
o] Su oteltl 3.9 2 ADDRESS 





ZONE STATE 


Canadian Office: Robotyper Corporation of Canada, Suite C-23 Train Concourse, Union Station, Toronto, Ont. 
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IN A FEW MINUTES... 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 
OFFICE! 4 
for the same price 
of an ordinary 
\ stapling machine, pou 
| can have attractive— 
reports 
freely with looseleaf 
advantages. Use any 


size color cover stock 


THE MIGHTY 
AND IN A MATTER OF 
MIDGET PUNCH A FEW MINUTES produce 


only $9.90 |. 


Complete with over 150 Tauber-Tubes in various 
colors and sizes, All F.0.B., N 


FREE! 2 WEEK TRIAL OFFER 
AT NO OBLIGATION 


ORDER TODAY! OR WRITE FOR 
ILLUSTRATED LITERATURE 


TAUBER PLASTICS, INC. 


202 HUDSON ST., NEW YORK 13, N. Y. 


beautifully bound book 





LETTER 
& LEGAL 
SIZES 


VANGUARD 


STEEL STORAGE FILES 


“Double” as active files. Stack without sag 


or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 





matie cut-off counting device, Sturdy con- 
engineering in 
trouble-free 


and precision 


vears of 


struction 


sures service. 


Weight is 22 lbs., overall size is 9” x 20” 
x 11”, four weeks delivery. 


INTERFILING PUNCH 


Remington Rand Inc., 315 Fourth Ave., 


| New York 10, N. Y., announces that sav- 
ings for punched card users are detailed 


in an 18-page illustrated folder deserib- 
ing the Remington Rand Interfiling Re- 
producing Punch. The folder explains in 
chart form how punched card users can 


speed up and simplify the preparation of 


records and reports. The time and money 


saving Interfiling Reproducing Punch 


| will compare two groups of cards; inter- 
| file all 
| ecards that do not match; segregate those 
| ecards not to be interfiled; and punch in- 


cards, all cards that mateh, all 


formation from one set of cards to an- 
other. The folder, ‘‘All gn One Opera- 
tion’’, is a presentation of the applica- 
tion of punched cards to production con- 
trol, sales analysis, payroll accounting, 
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aLiislinguished 


€ ARBON PAPER 


Do you have to squint and squirm when you try to decode words 
and figures on illegible carbon copies? Then you know how 
irksome it must be when dim, smudgy copies of 

orders, sales reports, quotations or other data 

are read by various members of your 
organization. TARA Carbon paper elimi- 

nates ‘‘Squint- Eye-Tis’’ — makes every copy 

legible, easy ta read. 100% rag 

tissues and exclusive silver-shield non-curl 

backing make TARA lie flat, saves typist’s 

time in handling. Erasures are neat...retyping 
unnecessary. And surprising as it may seem, 

TARA costs less, yet out-performs old 

lines in every way. 





Make the “SQUINT-EYE-TIS” Test! THE AMERICAN CARBON PAPER CORP. 


Try TARA Carbon Paper on a 

your own work. One glance will ge Yt 
show you the difference in cleaner, SEND FREE SAMPLES of TARA CARBON” 
clearer, sharper multiple copies. , 

Free samples without <iligntion. PAPER and prices for use on 


M typewriter for (number of)copies. 


N AlL COUPON Now: 
% - Firm Name....... 
Ne 


Address. 
| aE ceee . Zone. 


bts Ts ee ss accisk ite dnc eck out Or ra 








Federal Specializes in 


COMPLEX Business Forms 


including 


\. Te Je 
SNAP 'N PART 
“/. 


TP witiitdbiikp witht! | 
Sets 




















Federal designs and prints forms to solve 
your business problems. We specialize in 
complicated carbon-interleaved sets of all 
sizés and combinations of sizes. And because 
we use only the fastest, most modern ma- 
chines available, you can depend on us for 
finer precision-printing — and prompt deliv- 
ery. Federal prices are attractive. Why not 
have us quote on your next job? 


FREE FORMS FOLDER 
Federal Business Products, Inc., Dept. J, 
90 Gold St., New York 38 
Send me your free illustrated folder, “Short Cuts 
in Business Forms” 
a 
i diicoaiacnapricictsh ane es 
Ss Oe ‘STATE__ — 












































KEDERAL 


business Frowucts. swe. 90 GOLD ST. . NEW YORK 38 * CO 7-885¢ 


PRINTERS OF BUSINESS FORMS SINCE 1926 





customer billing, tax accounting, 
mortgage loan accounting. Ask 
folder TM 562. 1S YOUR OFFICE OR FACTORY 
SWITCH BOARD OVERLOADED? 
SUSPENDED FILE Soe bee 


“ SORRY 

WERE'S A 
QUICK AND 
ECONOMICAL 
SOLUTION 


Victor Safe & Equipment Co., North 
Tonawanda, N. Y., makes the Victor 
Suspended File Frame which is adjust- 


able in both length and width to fit any WHEELER 


Self Powered 


ELECTRIC 


TELEPHONES 


@ ideal for inter - office, office -to 
factory, and interplant services 
when immediate call and privacy 
ore essential 





@ No botteries, no outside power 
source. No maintenance 


@ Up tol? stations. Bell, gong, horn 
or visual signals os required 


@ No spork or fire hozard. Perfect 
emergency system 





Write for details and nome of nearest distributor 


THE WHEELER INSULATED WIRE CO., Inc 
Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN. 


letter or legal size filing drawer. Folders 
have improved beaded edge, crimped 


angle tab for easy assembly, and sturdy 
eeviowabilite. Frames and folders B EFO R 3 YO U B UY 


available for prompt delivery. Litera- COPY HOLDERS... 


ture from above address. 


STOCK RUBBER STAMPS 

Bankers & Merchants, Inc., 3229 Shef- 
field Ave., Chicago 13, Ill., offers Ready- 
made Rubber Stamps with chromium 
mount, individually packaged for retail 
selling, at prices no higher than bulk 
stamps. Each box contains a complete, 
chromium mount rubber stamp, ready 
to use. Each box is labeled with actual 
facsimile of stamp therein and can be : 
sold from the 24-box display or stocked SEE THE 
on shelves. Customers can select from | ASSURES MAXIMUM p j 
an assortment of 24 legends which 25 | Economy res/0-1ine 
years of B & M sales records show to be | Efficiency 
the most popular sellers, like ‘‘ Past | Speed 
Due,’’ ‘Special Delivery,’’ ‘‘Fragile,’’ | PHONE YOUR LOCAL PRES-TO-LINE DISTRIBUTOR 
‘*Air Mail,’’ ete. Dealers can replace for free demonstration 
sold legends within 24 hours, thus keep- 


ing the display complete. The colorful PRES-TO-LINE CORP. OF AMERICA 


three dimension display card is part of | 2339 COTNER AVE, * LOS ANGELES 64, CALIF. 





READING EQUIPMENT 
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Ce TOY 


CONFIDENTIAL RECORDS 
DOCUMENTS. BLUEPRINTS 
DRAWINGS WITH 


, MASTER 3 


SHREDDING 
MACHINES 


SHRED paper, sontiles, lin, 
cellophane, aluminum, tin foil 
and other materials. 


Operates — Quietly — Cleanly — Safely. 
Little maintenance required. 

Shredding of confidential records im- 
portant to plant security. 

Shredding your paper and other ma- 
terials provides more resilient high qual- 
ity packing material — enables re-use of 
high cost materials for other purposes. 
SHREDMASTERS are selected and used 
by leading concerns and government 
agencies. 


Three models — 
for all 
requirements. 
Write for 
complete 
information. 


Dept 


Willoughby 


0-2 CORPORATION 


211 Bklyn. 5, N. Y. 


Avenue, 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
1 gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


AUTOCOPY, INCORPORATED 
466 West Superior, Chicago 10, Illinois 
18 West 18 Street, New York 11, N. Y. 








THE 
SHREDMASTER Controlled 
| 


and features the convenience 
and the time-saving features of stamping 
instead of writing or typing frequent rou- 
tine plus the convenience of 
buying such stamps ready to use. 


the carton, 


messages, 


CMP RECORD SYSTEMS 
Diebold, Ine., Canton 2, Ohio, 
data book that 
various types of 
maintain 


has 
thoroughly 
records a 
under the 


published a 
explains the 


manufacturer must 


VIEDOK . 
CANTOR 2 OnE 





Serving Business for over GA years 














Materials Plan. 
the 
the 


This complete 
methods of filing 
allotment of both 


woklet describes 


applications for 
PROBLEMS 


3 PHON SOLVED —— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Mode] for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 


Room 710 
New York 16 
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Class ‘‘A’’ and ‘‘B’’ materials and the | 
various forms required for material re- 
accounting and | 
Entitled | 


quirements, allotment 
purchasing, material controls. 
‘‘C.M.P. Made Easy,’’ it is available 
free. 
CALCULATOR 

Dashew Business Machines, Ine., $47 
N. La Cienega, Los Angeles 46, Calif., 
announces the Dashew Portable Calcula 
tor, a 10-column machine totaling 138 


(8x10x13) which weighs 11 Ibs. and 


measures 7” 
smooth, jam-free, one-hand operation, this 
caleulator will add, subtract, divide and 


square. Precision-made for 


multiply. It is guaranteed for two years 
and lists at $169.50 with carrying case, 
including excise tax. Dealerships avail 
able. Illustrated literature from above 
address. 


EXPENSE RECORD BOOKS 
Melton Publishing Co., 4554 Broadway, 
Chicago 40, Tll., publishes Melton’s Sim- 
plified Income Tax Record & Travel Ex- 





COTTERMAN 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the ladder 
to be rolled freely when no one 
is on it. When you step on 
he ladder the rubber cush- 
oned legs rest on the floor 
and prevent rolling. Made in 
7 heights—2 widths. 
Send for Circular 51-0 and 


prices. 
I. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 








Chicago, 40, Hl. 
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CARBON 
PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH @ TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” (not for sale 


Codo-m«c. CORP. i F 


Factory: Coraopolis, Pa. 


270 Lafayette St 
New York 12, N ¥ 


401 Wood St 
Pittsburgh 22, Pa 


564 W. Monroe St 
Chicago 6, ill 











TBIDM AT 


PLANNING UNIT 


WO DRAFTING NECESSARY! 


OFFICE LAYOUT MADE EASY! 


Plan your office for greater efficiency and coordination. 
TrioMetric Planning Unit includes sturdy planning 
board with molded plastic surface and all materials 
needed for making clear, workable layout. Complete 
instructions plus valuable booklet on good office 
planning methods. For floor area up to 40’ x 56’— 
$10.00; up to 72’ x 96’—$17.50; up to 96’ x 144’ 
—$27.50, FOB Pittsburgh. Satisfaction guaranteed: 
literature on request. 


PRUOWNS RUC, ONC, 


711 Penn Avenue Pittsburgh 22, Pa. 





rox "LYNO" DESK PAD 


Lasting Lovely ‘"LYNO'' Is A 
Plastic 


Blotters Unnecessary 


Smooth Non-Reflecting 
WRITING SURFACE 


4” PANELS 
COWHIDE LEATHER 
LINES HAND TOOLED 

24KT. GOLD 


Beautiful Materials And Workmanship 
MAROON BROWN GREEN 
20" x 36" $7.50 24" x 38" $10.00 


GEO. E. FOX & CO. 


1051 N. Throop St., Chicago 22, Ill. 








| ready for operation. 


pense Books which meet Federal and 
State tax requirements and itemize 39 
legitimate tax reductions. Designed espe- 
cially for salesmen or other businessmen 
who travel, the books come in editions 
for complete weekly or monthly expense 
records, in yearly sets which include a 
durable, transparent plastic cover that 
resists perspiration, water and alcohol. 
Books can be imprinted on the cover 
as desired. The weekly book has 7 double 


| pages for daily use and 3 summary pages. 


The monthly book has 31 double pages 
and 7 summary pages. Sample book, 
literature and prices from above address. 


LIQUID DUPLICATOR 

Wolber Duplicator & Supply Co., 1207 
Cortland St., Chicago 14, Ill., makes the 
Model L-45-2 Copy-rite Liquid Duplica- 
tor, which replaces the L-45. This new 
model retains all the desirable features 
of the L-45 plus many improvements in- 
eluding an automatic master lock with 
which an operator can open the drum 
lock to receive master copy by merely 


turning the handle in reverse. Turning 
handle in operating direction automati- 
cally closes the lock and secures master, 
A receiving tray of 
improved design provides bettér paper 
stacking. New paper guides simplify 


| the method of positioning to accommo- 


date various widths of paper stock. Bet- 
ter gripping of copy paper is said to pro- 


| vide more efficient paper feeding. 
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Employee Education Programs 


N understanding of facts about the 

company and its methods of oper- 

ation is the objective of nearly half 
(43.6% or 156 companies) of the em- 
ployee education programs sponsored by 
358 companies surveyed by National In- 
dustrial Conference Board. Nearly a 
third (30.2% or 108 companies) of the 
programs have as their end “the in- 
crease of individual efficiency, profi- 
ciency, performance, productivity and 
skill.” The next most popular objective 
(25.7% or 92 companies) is “to provide 
an opportunity for promotion, progress 
and advancement; and for individual 
development of self-improvement.” In 
addition, 34 other objectives were listed 
by one or more of the remaining com- 
panies, 

Employee education programs, the 
study notes, are not training programs 
which show employees how best to per- 
form their daily jobs. “They are the 


gir — + someon 


programs which tell employees about 
new company products, their stake 
the pension plan, how to write a busi- 
ness letter, the importance of their in- 
dividual roles in the company, what 
profit is and how it is used, and even 
how to cook a Christmas turkey.” 
The term “employee education” was 
found to have so many interpretations 
that the board, for the purpose of its 
study, defines it as a program which at- 
tempts, directly or indirectly to clarify 
the worker’s understanding of the social, 
political and economic forces which af- 
fect the American way of living and 
working; the broad aspects of his com- 
pany’s operations, markets, plans and 
prospects; the importance of his indi- 
vidual role in both his own company 
and in the national economic system; 
the technical and vocational subjects 
which are especially relevant to the com- 
pany’s operations; the avocational and 


corer eae te 


ee MANUFACTURERS OF 


-LOOSE LEAF BINDERS — 


for every purpose 


BHCC IU A TING 
*x CATALOG 
*#wSTOCK CONTROL 


*®SALESMEN 
* PUBLICATIONS 
*®kMANUALS 


For , aigpost 2 Quality at Lowest Price 


STAR BINDE 


RSs" 


Catalog wilt be sent on request. 


> STAR LOOSE LEAF CO. 


Telephone: Rector 2 ) 


ay 


Pease Ss Wee Re OE ee ae oS 


ath 
” Pn ie 


dew iis 





ae R MAIL 


To save you money on postage 


lightweight — strong 
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write for Free samples—Dept. 0 


The Lafayette Company Suppliers of airmail stationery for 


120 Greenwich Street, New York 6, N. Y. 


Papers and 


Envelopes ececcccce 


over 30 years. 


133 








cultural subjects which ean increase his 
happiness, comfort, and personal wel- 
fare. 

The predominating type of employee 
education program was found to be the 
one which is conducted on company 
time. “Almost every business and in- 
dustrial establishment, regardless of 
size, submits its employees to an educa- 
tional process, whether that process be 
formally acknowledged or not.” Among 
activities held on company time are ori- 
entation programs, mass meetings of 
employees, rumor clinies, attitude sur- 
veys, exhibits, employee counseling and 
plant tours. 

The board found considerable variety 
in the types of courses given in after- 
hours programs. “Generally, — these 
activities fall into two groups: vocation- 
al and avocational courses.” If addi- 
tion, some companies feel that techni- 
cal society meetings provide many of 
the educational opportunities found in 
the classroom type of activity. 

Printed and visual media, the study 
points out, “are very closely related to 
the company-time and after-hours meth- 
ods and are often an important part 
of both programs.” Among the printed 
and visual media employed, the study 
lists employee magazines and handbooks, 
pay envelopes stuffers, company news- 
letters, materials issued by outside or- 
ganizations, annual or periodic reports 
to employees and films. 

A large body of experience, accord- 
ing to the study, has demonstrated that 
a suceessful program will first deter- 
mine what employees’ needs are and then 
include subjects which they want. The 
program which tries mainly to indoc- 
trinate workers with management’s 
views and philosophies hasn’t much 
chance of success. Above all, the best 
education program is thought by many 
to consist of a company’s day-by-day 

ey demonstration that it supports the ideals 
FULL KEYBOARD CALCULATOR of the American business system in its 
relations with employees, with owners, 
with customers, and with the plant 
community. 


FABBRICA ADDIZIONATRICE ITALIANA s « 


VIALE UMBRIA 36- MILAN( 
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Outdoor Advertising 


(Continued from page 57) 


eously with the machine posting, a 
punched tabulating card is automatically 
obtained for the purpose of tabulating 
the lease checks and the automatic com 
pilation of statistical information re- 
quired by the Pacific Outdoor manage- 
ment, 

The final form is secured in the 
pocket, its corners fitting into die cut 
slots. This is the plant construction 
record and the shop record. It provides 
a list of all expenses made for each 
plant, as well as circulation and = ap- 
proach data. 

It might appear that the billboard 
concern simply exchanged three separate 
records for three separate parts of a 
form. Actually the new three-part form 
is an integrated record, centrally located 
and easily accessible. Mr. Bradfield has 
some comment to make on that score: 

“Perhaps the best compliment for our 
new equipment and procedures comes 
from the department for whose immedi- 
ate benefit it was installed, accounts 
receivable and accounts payable. Our 
controller admits he didn’t realize the 
task of keeping track of 3,000. sign- 
boards could be done so efficiently, 
swiftly and economically, but he’s  sat- 
isfied now that it is being done just that 
way at Pacifie Outdoor.” 


Advertising Agency 


(Continued from page 55) 


eedure as with the original or master 
ad. Traffic then releases the material to 
mechanical production, with informa- 
tion covering (a) publications in which 
the ad is to appear, (b) issue dates, (c) 
closing dates, (d) exact size of ad in 
each instance. 

Contact and traffic are now ready for 
their climactic act, which pivots on the 
finished proof. Mechanical production, 
when it receives that precious paper, 
clears with art and copy. If acceptable, 


Tue Orrice—February, 1952 





' BINDER 
FQUIPMENT 


PUNCHED -== 
-FORMS 


Just what you’ve been waiting 
for. STOCK binders to hold 
your continuous or marginal 
punched forms that you use 
on tabulators, billing ma- 
chines, teletype equipment, 
ete. 

ELIMINATE _ the 


need for repunching of sheets. 
AVAILABLE IN 3 STYLES 


For current 


customary 


work or storage 
purposes your forms can be 


POST, PRONG or 
Write for 


housed in 
VISIBLE 


Catalog L. 


binders. 


It's Cesco for a complete line of 
Record Keeping Equipment. 


Write for Complete Catalog. 





© Shepp 








Yse KLEEN KLEEN 


Let’s face it. Pencil carbon takes a beat- 
handled by busy fingers. 
powder puff pencil carbon just can’t stand 
the gaff. 





PEERLESS Im- 
PERIAL KLEEN 
KLEEN has 
extra body and 
a specially- 
treated back to 
resist wrinkling 
and tearing. 
Clean to han- 
dle, it writes 
clean, lasts 
longer. Moder- 
ately priced, 
too. Send for 
sample sheets. 


PEERLESS IMPERIAL CO., Inc. 





28 Peerless Place, Newark 5, New Jersey 


NY Office 


) +319 2 
ut ) 


321 B way - 


Linden St 


Chicago 2 179 W Washingt 
River Rouge Michigan 


n St 


| pertinent facts. 
: . | these to the product group of executives 
ing. It is yanked, roughed up and man- | 


That’s why | 
| lishes major direction. 


traffic passes ‘the proof to contact, who 
submits it to client, by whom it is 
(let us hope) finally approved and 
from whom it comes back to traffic, 
thence to mechanical production for re- 
lease and publication. 

Traffic has no duty in respect to 
creative thinking. It is responsible for 
coordinating the work of all depart- 
ments and for maintaining a specific 
time schedule. Trattic also serves as 
liaison between the main New York 
office and branches. 

Aided by contact and traffic, an ad- 
vertisement progresses with surprising 
ease through the 66 steps of planning 
and production. Let’s trail them, as- 
suming the development of an adver- 
tising program for (say) one year: 

At the outset (1) contact obtains 
from client and logically assembles all 
Contact (2) memos 


of which he is a member, which (3) f 
holds a meeting, reviews facts, estab- 
Contact there- 


upon (4) writes report of conclusions 
| reached and (5) circulates it as a guide 
| to product group members. Meanwhile, 


traffic order (6) issues job production 
orders to the creative departments for 
preparation of detailed ideas and recom- 
mendations, while merchandising (7) 
recommends ways of coordinating sales 
and advertising. With these suggestions 
in mind, media makes recommendations 
as to where and how the ad-money 
should be spent. Radio and/or TV (if 
desired) supply program ideas and de- 
tails. Research continues studies. There- 
after product group (8) meets again to 
review and harmonize suggestions and 
material. Upon final agreement, contact 
assembles a (9) plans board memo. 


When the board meets, contact sub- 


| mits plan in detail. Board (10) ap- 
| proves or makes revisions, contact (11) 


writes up meeting, copy and art (12) 
jointly refine and finish the copy manu- 
scripts and layouts for client presenta- 
tion. To the job production order are 
added orders for revisions. 
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Media (13) now prepares final esti- 
mates and schedules, Merchandising 
(14) draws up the formal document for 
explaining and substantiating Y&R’s 
recommendation. This is submitted by 
contact (15), together with copy, lay- 
outs, schedules, to client (16) for ap- 
proval or changes. As a result, contact 
(17) writes a confirmation report em- 
bodying the complete plant and dis- 
tributes it to the various departments. 
An estimate (18) bearing client’s sig- 
nature is passed to the accounting de- 
partment. Planning is now complete 
(19) and the next steps have to do with 
execution. 

Without delay media (20) draws up 
contracts for space, and these are sent 
to the publications according to ap- 
proved estimates. Traffic (21) creates a 
working schedule as guide and then (22) 
issues publication order. The copywriter 
(23) prepares final copy according to 
that order with copy supervisor’s ap- 
proval. The copy manuscript is sent to 
traffic (24) which issues (25) layout 
order to art layout, which in turn pre- 
pares idea roughs for inspection (26) 
of the art manager for content and 
quality. After all idea roughs have been 
submitted (27) by traffie both to copy- 
writer and contact for discussion and 
appraisal, one rough is selected (28) as 
best for finishing and returned (29) to 
art layout, which completes or refines 
it for presentation to client. 

The finished layout (30) is checked 
by art, copy supervisor and copywriter; 
whereupon traffic (31) releases it, with 
copy manuscript, to contact, who sub- 
mits it (32) for client approval. The 
material comes back (33) via contact 
and traffic, with conference report in- 
structions for the next step. If client 
wants minor changes, these are passed 
along (34) to the copywriter; if 
changes involve layout (35), another 
form is issued to layout. If client in- 
sists on major changes (36) contact 
transmits client’s thinking to copy and 
art directly, traffic listening in. Should 
the consensus indicate that no changes 
be made, the material is resubmitted 
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. . . SIMPLEST OPERATION YET! 


Model 3 
$140 


MULTO is an amazingly low-priced calcu- 
lator, ideal for small offices, stores, accoun- 
tants, insurance men, etc. It is lightweight, 
tuggediy built, designed for all-around 
service. 


Features: 


@ Rapidly handles all fundamental 
operations. 


@ Quickly checks invoices and state- 
ments. 


@ Instantly calculates cost and sell- 
ing prices. 


MULTO opens up a new field for sales of 
popular-priced calculators. Find out about 
it TODAY! 


Model 13 MULTO Calculator, similar to Model 
5, includes ‘‘Back Transfer’ feature, permit- 
ting continuous operation without resetting 
figure in keyboard—another 
great time-saving feature! 
rice $160. 
Telephone: 
Circle 5-6940 














~ 


Your Office NEEDS 
this “Miracle” 
Marking Pen 
for = 


K Addressing packages, 
cartons, crates, etc. 
*K Indexing file folders, 
filing cabinets 

* Marking transfer 
files, packages 
for storage, 
lockers 

Making charts, 
mops, signs 

* Making 
advertising 
layouts, 
sketches, etc. 


> 


. . and there are scores of other uses in 
the modern office for the Flo-moster 
FOUNTNBRUSH. This felt-tipped instrument 
operates like a fountain pen, utilizing 
© special type of instant-drying ink. It 
produces lines from a hair's thickness 
to strokes a quarter-inch wide. 





Writes on ANY surface-metal, glass, 
cellophane, plastic, paper, cardboard, 
wood. And it’s economical, too-can be 
used eight hours a day for three weeks 
without re-filling. No more messing around 
with crayons, no more squinting to 

read typewritten labels. 


You'll never know how much you have 
missed the Flo-master until you have used 
one. Order from your supplier or write to 
Cushman & Denison Mfg. Co., Dept. O-! 
153 West 23rd Street, New York II, N. Y. 


Sbe- UME 


FOUNTNBRUSH 








to client with added arguments to back 
up Y&R’s recommendation. But if eopy 
and layout are approved by client trat- 
fic (37) gives the material to the art 
buyer with an art purchase order cover- 
ing specifications of finished art, and 
art buyer (38) buys the drawing or 
painting from outside sources. 

When the artwork is received by the 
art buyer (39) and okeh’d by art, it 
voes to traffic (40) for clearance with 
the copywriter, thence through contact 
(41) for client-approval, together with 
copy and layout (42). Client’s approval 
is recorded (43) in conference report 
and the material is returned (44) to 
traffic, which hands any lettered art- 
work to the copyreader for grammatical 
editing. Then the complete job (45) is 
delivered to the mechanical production 
department, which issues (46) mechani- 
cal production orders that cover type- 
setting and engraving. Typographers 
and engravers (47) submit proofs to 
mechanical production, which consults 
(48) with art for necessary changes. 

Approved engravings are delivered to 
a specified typographer (49) who com- 
pletes the typesetting in accordance 
with layout and submits proofs to | 
mechanical production. These are check- 
ed (50) by the proofreader. He relays 
the proofs to traffic, which in turns gets 
them okeh’d (51) by the copywriter 
and copy supervisor. Traffie (52) then 
hands the proofs to contact, who gets 
client’s approval thereon (53), and this 
approval (54) is reported to contact. 
Proofs are picked up by traffie (55), 
which returns them to mechanical pro- 
duction. 

Things happen faster than ever after 
that: mechanical production (56) orders 
additional engravings, electros, mats, 
ete., necessary for printing each indivi- 
dual ad in all scheduled publications 
and gives direct shipping instructions to 
electrotyper. Also (57) quantity proofs 
are ordered because a proof must ac- 
company each insertion order. Forward- 
ing bureau receives proofs (58) and 
issues insertion orders to publishers, 
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inserting key numbers if required. This 
completes the production phase ot the 
ad. 

Copies of insertion orders reach the 
checking bureau (59) to which, when 
the ad has appeared, the publisher 
sends a copy to be checked against in- 
sertion order for verification as to date, 
size, position. If anything is wrong, 
media (60) gets an adjustment form, 
whereon a report is passed to account- 
ing (61), so that when that department 
receives publishers’ invoices (62) space 
costs are verified by comparing with 
media estimates and contracts. If all is 
satisfactory, the agency’s commission 1s 
deducted and publishers are paid. Like- 
wise, (63) suppliers’ bills for drawings, 
photos, typesetting, ete., are approved 
by art and mechanical production and 
turned over to accounting, for payment. 

Art and mechanical bills are assembled 
by accounting (64) in manila job jack- 
ets (manila envelopes) each containing 
bills tor an individual ad. Accounting 
(65) prepares and sends to client the 
invoices showing space costs from ap- 
proved publishers’ bills, and suppliers’ 
charges itemized from job jacket plus 
15%. If required by client, tearsheets 
accompany space invoices. Space costs 
and mechanical costs for any particular 
ad are prepared on separate invoices. 
As a finale (66) client pays Y&R, de- 
ducting 2% if paid within cash dis- 
count time limit. 


Inventory presents a peculiar prob- 
lem. Art and mechanical work are paid 
for by Y&R, but can’t be billed and 


collected from the client until the ad 
is a completed project. Resultant in- 
ventory has to be kept track of, quite 
as carefully as if it were in any mer- 
chandise. 

Billing to Young & Rubicam clients 
is monthly from estimates and con- 
tracts, statements being sent out ahead 
of due date, so that clients will have 
time to approve and pay them within 
the cash discount period. Funds, of 
course, must be in the ageney’s hands 
before due date of publishers. However, 
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@ Finest quality homogenized oil 
base ink, laboratory controlled 
for use in any climate, on open 
or closed cylinders. 

@ Will not destroy stencils, clog cylinder 
or pad. 

@ Batch-tested for uniformity of quality 
and performance. 

@ Available in pound or half pound cans. 


Write Today for Name of Nearest Jobber 


INK SPECIALTIES CO., Inc. 
523 N. HALSTED ST., CHICAGO 22, ILL. 
In Canada: . 
Carbon Paper Service Bureayv 
94 Adelaide St., West, 
Toronto, Canada. 








Mais non! (But no!) Leave it to the French 
for smart, smooth finesse in making mis- 
takes oblivious that might otherwise appear 
obvious. Leave it to your office workers to 
do the same. Smart folks the world over 
know that Weldon Roberts Erasers correct 
mistakes in any language—so smoothly that 
they’re completely oblivious. That’s why 
you'll appreciate the erasers in this world- 
famous line. 


Be sure to ask your stationer 
for Weldon Roberts Erasers. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th S#. Newark 7, N. J. 
World's Foremost Eraser Specialists 


399 TRI-PLY. The orig- 

inal superior, 3-layer 

eraser for typists. Two 

outer plies of red pencil- 

rubber for gon ge 

erasures on originals an 

carbon copies; center ply 2 nA Language 
of soft gray ink-eraser ae . kes in ny 

for a single letter or a i Correct Mista 

complete line. 4 sa 


een 





re) a A REX- QOTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


It’s exclusive with the revoluti 
Rex-Rotary 0270... = py 
ridge is inserted, q dial set for the 
degree of inking, and the machine 
needs no further attention all 
copies come out perfectly and uni. 
formly printed... MO more under. 
Or over-inked copies... re-inking 
not necessary .. a bell announces 
when it’s time to insert a ne 
cartridge, 7 


* - with Printing press Precision, on 

a sheets or small cards, the 

2 ei eautiful steel grey Rex-Rotar 
eciric Multi-Color D270 does a fast job in any col ; 
lor 


-.. better, ¢| : 
STENCIL Roonaan estas 
DUPLICATOR other machine, y 


oe 
Rex-Rotery Distributing Corp. 19 W. 31 St., New York 1, N.Y. 
teae ton are tenstin cow a ee tn tay Vga ea 


the nome of my nearest distributor 
' 


REX ROTARY pict, Corp. - 19 W. 31, New York » WI 7-4927 } 
i 
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publishers’ bills are not paid until proof 
of insertion has been received. 

The accounting department verifies 
rate, commission, cash discount; check- 
ing bureau verifies date of insertion, 
copy, size of ad, printing and position. 
If all these are correct, the bill is 
entered, then filed for payment on the 
publishers’ due date. 

In the case of weekly magazines, 
clients are billed at end of each month 
for ads scheduled for the following 
month. Monthly magazine clients are 
billed for ads appearing in the second 
month following. Bills come from pub- 
lishers with 10 days’ leeway for veri- 
fication. 

Newspaper space users are billed at 
month’s end, from approved estimates, 
for ads that appeared during that 
month, and statements from news pub- 
lishers are received between the 1st and 
10th of the month following insertion. 
The flow of billing procedure is traced 
in the chart on page 54. 

Client’s billing is a complex affair, 
vastly facilitated by bookkeeping ma- 
chines (see page 52) used by Y&R. 
On this form, the three right-hand col- 
umns are detachable and carry key 
accounting numbers. It is machine- 
printed in quadruplicate. 

Even more involved are the cooper- 
ative accounts, on which the expense 
of newspaper ads is shared in varying 
proportion by advertiser and _ local 
dealer. To trace the pertinent details 
of such an account, which may involve 
hundreds of dealers and media, would 
overstep our page limits. We may well 
be content to take the agenecy’s word 
when it tells us that without machine 
accounting, it does not see how coopera- 
tive advertising funds of the size and 
sort handled by Young & Rubicam 
could be kept track of profitably. In- 
cidentally, this firm is believed to be 
the only advertising agency using ma- 
chine bookkeeping for cooperative ac- 
counts. : 

The Accounting Department has 
within itself 17 different divisions, their 
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LAR‘O:TYP 


CLEANS TYPE 


f 
ae 
cleo ve 


Bosses and typists AFTER 
alike endorse the 606 at all stationers 
deft, businesslike and typewriter dealers 
type-cleansing magic = 

of CLAR-O-TYPE . . . so 

fast, so economical! 

Sturdy dauber elim- 

inates spattering and 

drudgery! Try it! 


NON-INFLAMMABLE 








th FORCE 


Oaction 


mumbering machine 


Contains 2 extra move- 

. ments for triplicate and 
quadruplicate in addition 
to standerd consecutive, 
duplicate and repeot 
movements. 5 actions in 
one machine fulfill normal 
office requirements. 
Foolproof mechanism. 


Deeply engraved charac- 
ters, lightweight aluminum 
frame, easy-to-grip plastic 

handle. 6 figure wheel 
capacity, Gothic or 
Roman. Prefix letter 
wheels ovailable. 

5 Yeor Guarantee. 


WM. AW FORCE 


64 White Street) New York 13 








TYPEWRITER ERASER 
SNAP-ATTACHED HERE 
ALWAYS HANDY 


ERASURE THROUGH! 


with ALLEN-QUIK 
TWIN ERASING SHIELD 


Keep your carbon copies as neat and 
clean as your original copy. Not in the 
old fashioned and time-consuming way 
with bits of cardboard or metal, but in 
the new, easy Allen-Quik way. The long 
handle and unique twin design make this 
shield the clean, quick way to smudge- 
less carbon copies. Allen-Quik, made of 
non-curling Vinylite, is fast becoming a 
favorite with typists everywhere. 


if your local dealer is unable to sup- 
ply you, please write direct for details. 


ALLEN & COMPANY 
"The Home of Alco Products" 
DEPT. AQ, 11-15 VANDEWATER STREET 
NEW YORK 38, N. Y. 


| traffie 
| partment but, large as they seem to be, 
| they represent only a portion of the de- 
| partment’s responsibilities. It is 


| reney 


| casting, 


| items as: 
| resentments 


widely diversified responsibilities rang- 
ing from accounts payable to tax prep- 
aration. It files in one year approxi- 
mately 160 tax returns, including Fed- 
eral Corporate and various State Un- 
employment; it will prepare approxi 
mately 300 Social Security and Unem- 
ployment Tax Returns on behalf of its 


| clients using radio talent, together with 
| some 
| checks to 


30,000 payroll checks, 70,000 
media and vendors, 45,000 
invoices to clients; it has 113 forms in 
daily use. These figures indicate the 
involved in the aeeounting de- 


ceon- 
cerned also with contracts, credits, eur- 
restrictions, Governmental 
insurance, investments, 
budgeting, corporate 


regu- 
fore- 
proce- 


lations, 


| dures, legal procedures. To keep foeus 
upon these many facets, rigid controls 
| are necessary. 


Supervisor Induction 


(Continued from page 47) 

(a) some petty jealousies and 
are to be expected and 
should be taken in stride; (b) the need 


| to be firm and fair, not tough, in matters 
| of discipline; (c) continuing to socialize 
| with 
| understand the whole person; (d) the 


your workers will help you to 


need to demonstrate your fitness for the 


| job by your actions; (e) any other fae- 


tors peculiar to the given situation. 
In this first conference it would be 


_ sound to plan with the new supervisor 
for a staff meeting at which you will 


announce the promotion. A staff meet- 


| ing presents you with the opportunity 
| to put your personal endorsement be- 
| hind the 

| chance to 
| worked but effective phrase, “I know 


Don't 
that 


miss the 
badly over- 


selection. 
throw in 


you will give John the same excellent 
cooperation that I received.” 

2. Follow-Up Meetings. When your 
new supervisor has been at his job for 
about a week call him in and diseuss his 
progress with him. This session also 
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Are You Interested— , W 


IN GETTING THE MOST *: 


—— 


<¢\\\ 
FROM YOUR TYPEWRITERS? FUTUR 
YOURROLLERSHOULDBECHANGED ~~ 


6 
Year! Ey star \\\: 
Once a Yea STAR 
For Best Results, Insist on 
THE WORLD'S NUMBER ONE PLATEN 


Ames FUTURISTIC 5 Star Platen 


Manufactured and Distributed to Office Machine Dealers by the 


‘Ames Supply Company 


CONTACT YOUR LOCAL DEALERS OR REFER TO YOUR RED BOOK 











The NEW 
Feather Jouch » Light Weight — 


WESTERN 


TYPEWRITER —" — 


FAST TO OPERATE 





HANDY CONTROLS 


+ 

@ QUIET TYPING 

* 

@ BEAUTIFUL IN DESIGN 


Compare Olympia and yoy will 
be convinced! Here is a machine 
designed and built to give last- 
ing service and satisfaction for 
years to come. Its feather touch ~ 
and smooth efficient operation DEALERSHIPS 
prohibits ‘‘operator fatigue AVAILABLE 

while its clear sharp type assures 


Make 6 to 12 readable carbon copies.on this full key- 


of clean good looking letters * board machine with its 88 characters in choice of 3 type 


a styles. Beautifully designed in claret,’ black or olive 


speed. For guaranteed satisfac- finish. Precision-built for heavy duty typing. Write for 


tion make your choice Olympia illustrated literature today 


INTER-CONTINENTAL TRADING CORP. 90 west st.. N.Y. 6.N. Y. 
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NOFA 
Rings the BollAgain! 


A BIGGER and BETTER 
CONVENTION - EXHIBIT 


More Elaborate 
Greater Variety 
More Product Exhibits 
Greater Attendance 


NOFA CORDIALLY INVITES 
ALL OFFICE FURNITURE 
AND EQUIPMENT DEALERS 
AND MANUFACTURERS 
TO ATTEND THE 


6th Annual 


NOFA CONVENTION-EXHIBIT 
April 23-24-25 


(The ‘'3'' MOST IMPORTANT Days of the 
Office Furniture Industry) 


at HADDON HALL—ATLANTIC CITY, 
NEW JERSEY 


x * * 
The world's biggest show, where a large 
variety of the newest and best OFFICE 
FURNITURE, EQUIPMENT and ACCESSOR- 
IES will be displayed to best advantage. 
Nobody should miss this big show. 


Send in your registration now. 


National Office Furniture Association 
175 Fifth Avenue 
New York 10, N. Y. 








gives you the opportunity to talk over 
your mutual problems. If you get your 
man to relate a few of his typical prob- 
lem situations and how he handled them, 
be careful not to take the “I think you 
ought to have handled it this way, etc.” 
path. Do all you can to develop his self- 
confidence. 

Even if you find yourself in the posi- 
tion of having to correct an error of 
commission or omission handle it gently. 
A good blow softener would be recount- 
ing an early boner of your own. Let 
the new man know that you are behind 
him all the way. Here again not only 
get him to ask his questions but be sure 
to answer each and every one as specifi- 
cally as you are able. 

Regular follow-up meetings should be 
held until you feel that the job is being 
adequately handled by a secure, con- 
fident supervisor. When your man 
arrives, you can remove the crutch. 
While this is not a cure-all for breaking 
in the new supervisor it represents a 
basie minimum of supervisory induction 
procedure. 


Written Procedures 


(Continued from page 15)° 
adequate coverage for special uses and 
take care of requirements for directives 
in expanding organizations. Discretion 
is necessary so that over-stocking does 
not result. 

11. Uniform maintenance. The system 
should include a complete explanation 
as to how directives are to be main- 
tained. Brief training sessions are de- 
sirable when a new system is installed 
or when a new employee is given respon- 
sibility for maintaining the set of diree- 
tives for an office. 

12. Assurance of proper approval. If 
the reproduced directives do not show 
recognized top level signatures, the sys- 
tem should include adequate controls 
to insure that all material issued with- 
in the system is properly approved be- 
fore release. Recipients should be as- 
sured that all directives have been ap- 
proved by responsible officials. 
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““Paper Punches Every Office Needs!”’ 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 844" sheets. 








CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \" 
hole, 4" from binding edge. 


e 


Order from your Stationer or Office Supply Dealer 
\ NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 








conomically operated busi 


throughout the land use Evans Gathering 


Racks daily—for assembling inter-office 


unications, for sorting papers, ard for col- 


n 


lating pages of bulletins. 


Guaranteed to produce quicker and better 


results than any other collating aid 
market. Of all aluminum, each section holds 
500 sheets of paper at inclined angle. Worker 
sits or stands, collating rapidly, without fa- 
tigue. One untrained worker can collate 3,500 
setting 


sheets an hour. Racks collapse for 


aside when not in use. 





On C ollating 


Pictured: Two 6-Section DU Racks at $14.00 
each. 7 other Models, from $11.00 to $25.00. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N, Munford St., Richmond 20, Va. 
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of the Office 





NOMA Conference & Exhibit 
‘¢The 


ment’? 


Obligations of Office Manage 
will be the theme of the 33rd an 
nual conference and office equipment ex 
position in San May 18-21, 
of the National Office Management Assn. 
will 


Francisco, 
Speakers stress the 
the office 
and a manager, and his obligation to his 
Conference will be 
Hotel while the All Pur- 
will be in 


importance of 


manager as a citizen, a leader 


profession. sessions 
in the Fairmont 
pose Zusiness Show the Civie 
Auditorium for 
The 
three 


four days from 1 to 10 


yy. show is almost a sellout now, 


with months to go. 


Count White Collars 


About 15 million workers are included 
in the general classification ‘‘ white col- 
lar,’’ whieh embraces clerical, profes 
kindred oe- 
cupations, according to a listing issued 
by the Dept. of Labor. Of 


estimated, 


sional, technical, sales, and 
these, it is 
million are 
The 10-page 
Unions of the United 
includes only those unions pri- 


approximately 2 
members of labor unions. 
list, ‘‘ White Collar 
States,’’ 
with the organization 


marily concerned 


of white-collar workers and whose mem- 


bers are white collar. 
other 
ganized along industrial lines, have taken 
substantial white-collar 
workers, but the bulk of their organizing 
activity has been outside this field. Such 


included in the list. 


predominantly 
Some unions, especially those or 


in a number of 


unions are not 


Executive Evaluation 

Companies using formal evaluation for 
supervisory and executive positions are 
steadily 


National 


increasing, according to the 


Industrial Conference Board, 


146 


Of 244 firms surveyed, 123 reported hav- 
ing managerial evaluation programs. In 
a 1946 survey, less than a third of the 
that used job 
evaluation applied it to exempt positions. 


cooperating companies 
Top rates of companies reporting the use 
of managerial evaluation in 1950 ranged 
from $5,000 to $50,000; 38 of these com- 
panies evaluated executive positions at 
$10,000 or higher. 


NYU Appoints Dr. Glover 

Dr. John G. Glover, professor of man- 
agement, has been appointed vice chair- 
man of the Dept. of Management & In- 
dustrial Relations at New York Univer- 
sity’s School of Commerce, Accounts & 
Finanee, Dean G. Rowland Collins an- 
nounced. Dr. Glover succeeds the former 
chairman, Dr. Coleman L. Maze, 
who died last August. Since the retire- 
ment in 1950 of chairman William B. 
Cornell, the vice chairman has served as 
head of the department. 


vice 


Smith Joins Stivers 


Theron A. Smith has joined the staitf 
of Stivers Office Service as office produc- 
tion manager, it was announced by Clif 
ford L. Stivers. Mr. Smith had served 
as purchasing agent and assistant to the 
secretary with Underwriters’ Labora- 
tories, Inc., with whom he had been as- 
sociated. 


Machine Methods Class 

The intensive 15-week evening course, 
‘* Mechanized Accounting Methods,’’ con- 
ducted by Michael A. C. Hume, will 
again be offered at the spring semester 
of City College School of Business, New 
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OSG2E FAFPOS™ PPA yg. 
~. 


ADD UP THE ASSETS 


that Hammernmill Ledger brings to your business 


1. A non-glare finish saves eyestrain, speeds work, stands erasures and rewriting. 
A firm surface rules perfectly, provides clean printing on accurate forms. 


A splendid texture for typing and writing. (For machine posting there is the 
special finish identified by the watermark “Posting Finish.”) 


Strength and durability assure fine appearance even after years of handling. 


: _ ITADDS UP to a superior ledger paper that 
vee be Wn boat thousands of business firms have standardized 
mermill papers wher- ©7 ; - -,one that’s been making accountants é ret 
ever you see this shield work easier for more than 37 years! Png gg BO? | 
on a printer's window. 


SEND COUPON FOR FREE SAMPLE BOOK! ne i 


SyuN eee ewes 





rmill Paper Company, 
oat Bast Lake Road, Erie 6, Pa a 
Please send me FREE—the sample book 
HAMMERMILL LEDGER 


ot 


Name 
Position 


4 
a . 
a (Please attach to, oT write 


your business 
roO-FEB 


on, 


letterhead. ) 
enenersrennne 





Give this book 
the“pink slip” 


Nobody will be sorry to see it go—and your bookkeeping depart- 
ment will be downright happy. No more recdless historical book 
keeping for them—no useless, time-consuming ledger postings. 

What's to take its place? Tcdd Blue Streak Voucher checks. 
With Todd Blue Streak Vouchers there’s no need to write separate 
check stubs, check registers or receipts. No need to address envel- 
opes, either. Cash book and purchase journal postings can be 
reduced to one a day, even if you write hundreds of checks daily. 
And you still have positive control. You also have maximum pro- 
tection because Blue Streak Voucher checks are printed on Protod- 
Greenbac paper that defies alteration and counterfeiting. Insur- 
ance guarantees this protection! 

Get all the facts about Blue Streak Vouchers and what they 
can do for your business. Mail the coupon below for details. 


Visit Todd exhibit at Business Show, 
Office Management Association of Chicago — February 25 to 28 


THE TODD COMPANY, Inc., 
Dept. O, Rochester 3, N.Y. 
} ' | Please give me full information about Todd Blue Streak 
| i Vouchers. No obligation on my part. 
Firm . 
COMPANY, INC. 


= Todd 4 Address 


ROCHESTER € NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 





City Zone Stare ame 
DISTRIBUTORS THROUGHOUT THE WORLD O-2-52 
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York. Emphasis is placed upon the ap- 
plication of multiple register bookkeep- 
ing machines to accounting systems and 
instruction is based more upon the di- 
rected discussion technique than the lec- 
ture method. Details from Evening Div., 
School of Business & Civie Administra- 
tion, City College, 17 Lexington Ave., 
New York 10. 


N. Y. U. Courses 

The latest applications of 
quality control techniques in 
ing, auditing, sales control, personnel and 
other management will be 
studied in anew course at New York Uni- 
versity’s School of Commerce, Accounts 
& Finance during the spring term, Dean 
G. Rowland Collins 
Ernest Kurnow, assistant professor of 
economics, will teach the class which 
meets from 8 to 10 p,m. on 15 successive 
Mondays beginning Feb. 4. 

Registration is open for ‘‘ Planning 
and Managing Punched Card Methods’’ 
conducted by Eugene F. Murphy, presi- 
dent, New York Chapter, National Ma- 
chine Accountants Assn. and teacher at 


statistical 
purchas 


phases of 


announced. Dr. 


Metropolitan Life Insurance Co. Details 
from D. 8. Philipps, director, N. Y. U. 


Management 
New York 3. 


Institute, Washington Sq., 


Members of the 
Transcription Super- 
visors Assn. at their 
Christmas Show. 
Top: Elizabeth 
Schroeder, Helen 
Herslow, Elsie Kais- 
er, Caroline Slocum, 
Alice Conlon, Rose- 
mary Wallace, Ma- 
rie Hohfeler. Cen- 
ter: Mae _ Turbush, 
Beatrice Speight, 
Edith Stanley. Bot- 
tom: Ann Bardes, 
Marjorie Taylor, 
Carolyn Conlan. 
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31 Evening Office Colleges 


Management Techniques in Offices is 
now a leading business study in the eve- 
ing classes for adults in at least 31 of 
the country’s large urban colleges. In 
fact it is one of the most frequently 
given of the highly specialized business 
subjects now offered in college evening 
study sessions, according to Dr. Robert 
A. Love, president, Assn. of University 
Evening Colleges, who has completed a 
check of the business subjects important 
for defense industry that are offered by 
member institutions, AUEC is composed 
of the evening divisions of 77 leading 
colleges and universities in all parts of 
the country. ‘‘ Because of the complexity 
of modern under- 
standing of a job is becoming more diffi- 
cult to obtain by experience alone. Our 
contacts with the thousands of business 
people who®€ome to us annually indicate 
that most people who win promotions do 
so without having such understanding of 
their new job. They win the job on the 
basis of general ability and then spend 


business, a rounded 


months and even vears mastering it. The 
employee and his company are better off 
when he speeds up his grasp of the 
work, as he can now do through study. 
Colleges have now developed hundreds 
of courses covering the special problems 


faced in different business operations. 
} 








. | A F A M I . Y Ownership and sales representation 


of the Safeguard System of Check Pro- 


Vin TRADITION tection have been a family tradition 


for over 35 years. This complete bank 





‘ 

-o “ account protection against check for- 
d ‘\ geries has been sold by Father and 
Son, Mother and Daughter, Mother 
and Son and other family teams in 
practically every community of the 
United States and abroad. We are 
proud of these successful family teams 
which are definite proof that Safe- 
guard Checkwriters are a worthy and 


reliable line to sell. You too can join 


our family, simply write to Safeguard 


Manufocturers of INSTANT H, K, VOUCHER & 
INTERNATIONAL SAFEGUARD CHECKWRITERS 


Corporation, Lansdale, Penna. 





Safeguard Corp. 
LANSDALE, PA. 








OVERSEAS DISTRIBUTOR —SAFEGUARD INTERNATIONAL 
3312 LANCASTER AVE. — PHILADELPHIA 4, PA. 
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National Conference 
& Exhibit Calendar 


American Management Assn., Versonnel, 


Palmer House, Chicago, Feb. 18-20. 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 


25-28. 
National Office Furniture Assn., Haddon 
Hall, Atlantie City, April 23-25. 


National Office Management Assn., Fair- 
mont Hotel, San Francisco, May 18-22. 


Insurance Accounting & Statistical Assn., 
Netherlands-Plaza Hotel, Cincinnati, 
May 19-21. 

National Retail Drygoods Assn., Control- 
lers’ Congress, Roosevelt Hotel, New 
York, May 26-29. 

Life Office Management Assn., Spring, 


Broadmoor Hotel, Colorado Springs, 


May 26-27; Annual, Chalfonte-Haddon 
Hall, Atlantic City, Sept. 22-24. 

Assn. of American Railroads, Accounting 
Div., Book-Cadillae Hotel, Detroit, 
June 10-13, 

National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New York, 
June 15-18. 

National Office Machine Dealers Assn., 
Baker Hotel, Dallas, June 16-18. 

National Secretaries Assn., Washington, 
D. C., July 23-25. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chieago, 
Oct. 4-9. 

Controllers Institute, Book-Cadillae & 
Statler Hotels, Detroit, Oct. 5-8. 

American Institute of Accountants, 
Shamrock Hotel, Houston, Oct. 6-9. 

Institute of Internal Auditors, Roosevelt 
Hotel, New York, Oct. 14-16. 

National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi- 
cago, Oct. 19-22. 

National Business Show, Grand Central 
Palace, New York, Oct. 20-25, 

National Assn. of Bank nadie & Con- 
trollers, Hotel Schroeder, Milwaukee, 
Oct. 27-30. 
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Sound the World... 


with Shepco 
Multi- pieced Air_Mail Envelopes* 


Regular styles, too! Write for sam- 
ples and prices including colorful 
corner designs — Dept. #58. 


pond 


ENVELOPE CO. 


One Envelope Terrace 


Worcester 4, Mass. 


*with Mint-E-Seal the better tasting 
better sticking sealing flap. 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Eaperial 


ASK YOUR DEALER 


DESK CO. 
Evansville, Indiana 

















Underwood Vice President 
John M. Thomp- 


son Jr. has been 
made a 
dent of Underwood 
Corp. by the board 
of direetors, aceord 
Philip D. 
Wagoner, chairman 
of the board. Mr. 
Thompson 


vice presi- 


ing to 


joined 
1942 
as an executive as- 


Underwood in 
J. M. Thompson, 


sistant in the president’s office on ord- 
work and 


chairman of the 


nance and wat served as as 
Indus- 
He previ- 
ously was chief of the industrial division 


of the Rochester Ordnance District. Since 


sistant Carbine 


try Integration Committee. 


1944, he served as director of the com- 
pany’s international division, and in his 
new capacity will supervise all the com- 
pany’s sales and service activities out- 
side the continental U. S. with represen- 
tatives in more than 700 cities throughout 
the world. 


Vari-Typer Sales Manager 


J. J. Oppasser 
has been appointed 
general sales man- 
ager by the Ralph 
’, Coxhead Corp. 
manufacturers of 
Vari-Typer compos- 
ing machines. Mr. 
Oppasser was form- 
erly New York and 
Philadelphia  divi- 
sion manager and 
pioneered the development of the cold- 
type He is widely known for 


J. J. Oppasser 


process, 


152 


his work in developing the use of cold- 
tvpe for newspaper printing and general 
commercial use. ’ 


Smith-Corona Officers 


The board of di- 
rectors of L C 
Smith & Corona 
Typewriters Inc., 
announced the elee- 
tion of Elwyn L., 
Smith as president 
of the company, 
Vietor H. Davidson 
as executive vice 
president, Samuel 
G. H. Turner as 
chairman of the 


Elwyn L. Smith 


board, Carleton F. 
Brown as a member of the executive com-]} 
mittee, and Warren L. Hoagland as aj 
member of the board of directors. The 
elections fill vacancies created by the re- 
cent death of H. W. Smith. Elwyn L. 
Smith, son of Wilbert L. Smith, one of 
the founders of the company, went to 
work in the L. C. Smith factory in 1919. 
After a number of years in the manufac- 
turing division he became assistant to 
the vice president in charge of produc- 
tion and in 1932 was made assistant to 
the president. He was elected executive 
vice president in 1946 and served in that 
capacity until now. 
tor since 1928, a 


He has been a diree- 
member of the execu- 
tive committee 1932 and a mem- 
ber of the finance committee since its 
organization in 1939. Although Mr. 
Smith’s early experience was devoted to 
manufacturing, he has for the past 18 
years been active in sales, finance and 
other matters pertinent to general man- 
agement. 

Victor H. Davidson has spent his en- 


since 
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The Safety Vault Alone... 


is worth the entire cost of these cabinets. 


The "JUNIOR" File No. 197Y 


Small enough to fit any nook, large enough to 
keep letters, bills and personal papers orderly. 
A steel safety vault for your valuables (only 
YOU know the combination). Two ball-bear- 
ing letter files. 37!/." high, 15/4," wide, 17'/." 


deep. Green or Cole gray. 
*” 


With plunger-type lock for both drawers No. 
197Y 7YPL” peitions $60.00 


The “SALESMAN'S” File No. 960Y 


A drawer for prospects’ and customers’ names, 
Holds 3200 3 x 5 or 4 x 6 cards or cancelled 
checks. Two ball-bearing letter files for letters 
and quotations. A steel safety vault for your 
cigars, bottles or other valuables, protected 
by a combination dial lock. 43" high, 15'/," 
wide, 17/2" deep. Green or Cole gray. 


‘hp 


With plunger-type lock which ee locks 
all drawers No, 960YPL $65.00 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


oho) 





STEEL EQUIPMENT COMPANY 
285 Madison Avenue, 


New York 17, N.Y 


Built for Action 
HART italia 


Hairline Registration 
Full Ream Paper Capacity 

. Deluxe Feed Assembly 
Electric P a Built-in Accurate Counter 


aN Simplifies Filling-in Forms 
TiS and Records 
MIMEOGRAPH a 


HM 249 Electric 


List 315° hia 


(Subject to OPS 
Approval) 


HART 


P @ Economical hand operated models mim eographs 
Line Up with \ @ Efficient electric models n d : li ae) 
HART'S @ Convenient spirit duplicators an supplies 
Complete Line! } @ Top quality accessories and 
supplies 





HART MANUFACTURING CO 
ST” PAUL 4, MINN 
ALL PRECISION-BUILT—BEAUTIFULLY DESIGNED—PROFITABLE! 


better hurry! 
SY 


All-Purpose Business Show TC LY, 





'N COnjunction with NOMA’s 


. 33rd . . 
cooperating groups: | International Conference 


fice Equipment ~ 
Saewofecturers Institute 


Metal Business MAY 19, 20, 21, 22 


Civic Auditorium, hYor] Francisco Cal 
, Cal. 


Equipment Industry sis 

Wood Office © phe -_ 
Furniture Institute for complete information, . 
. Oe of available ' i 

pte han 20% epaed DY National Office Manag 


nation’s leading companies QH Association ee s - 
132 W. Chelten Ave., Phila. 44, Pa. 
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A view of the office 
equipment _ exhibi- 
tion staged last 
month by the South 
Florida Office Ma- 
chine Dealers Assn. 
in Miami (see page 
162). 


tire business life with the company 
which he joined in 1910 as an office clerk 
in the Chicago branch. He was later a 
salesman in Chicago and subsequently 
manager of the Milwaukee and Boston 
branches. He came to Syracuse in 1928 
as assistant sales manager. In 1934 he 
was elected a vice president. He is a 
director, member of the executive com- 
mittee, and now a member of the finance 
Smith & Corona Type- 
writers Ine. Samuel G. H. Turner was 
chairman of the board of directors of 
Corona Typewriter Co. when it merged 
with L. C. Smith & Bros. Typewriter, 
Inc., in 1926. He has been a director of 
L. C. Smith & Corona typewriters Inc. and 


committee of L C 


a member of the executive committee 
then, and for several years past 
has been chairman of the executive com 
mittee. Carleton F. Brown, one of the 
founders of Corona Typewriter Co., was 


since 


vice president and general manager of 
that company at the time of its merger 
with L. C. Smith & Bros, in 1926, 
then he has been vice president in charge 
of manufacturing and a director of L. C. 
Smith & Corona Typewriters Inc. Warren 
L. Hoagland joined the company as for 
eign 1925 and 
elected vice president in charge of for- 
eign sales in 1930. He has devoted many 
years to conducting export business, has 
traveled extensively in almost every part 


Since 


sales manager in was 


Branch managers and sales personnel of Codo Mfg. Corp. met at the Coraopolis, Pa., plant. 
Top: Wilbur W. Lenz, vice president and general manager; E. S. Klosterman, James Doherty, 


Roscoe Benge, Charles Cordray, Jerry Leary, Paul Speck. 


Bottom: Truman Vaughan, Bill 


Braum, W. F. Smith, F. J. Brice, Jack Clark, Don Shaginaw, Joe Falbo. 
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pHILI 


p HANO 


t. massa 


norror 


These new, economy-priced, 
letterpress Snap-A-Part forms 
save time and labor for low 
cost hand or machine written 
records. 


With copy to fit customer's own 
specifications. Punching and 
numbering at slight additional 
charge. 


and rived 


Fast modern presses and gang 
runs make better forms at low- 
er prices. 


Got you! 


For established stationers and 
printers who want to forget the 
headaches and price-aches of 
the low priced form market. 
Established dealers wanted in 
southern, southwestern and 
midwestern states. Write today 
for full details on Multi-Snaps. 


PANY, INC. 


cnusetts 





of the world and is an authority on for- 
trade. He member of 
the Export Managers Club of New York 
since its inception. 


eign has been a 


Brennan Is Barrett Manager 


Wallace A. Brennan Jr. has been ap- 
pointed manager of the Barrett Division 
of Lanston Monotype Machine Co. to 
succeed H. G. Wells who is retiring after 
with the Mr. Bren- 
nun has had extensive selling experience 
with the Allen-Wales Na 


tional Cash Register Co. 


30° years company. 


Division of 


Apsco Vice President 
Automatic Peneil 
Sharpener Co. 
nounced the promo- 
tion of A. D. 
‘*Dex’’. Farrell to 
vice president in 


an- 


charge of sales. Mr. 
Farrell, formerly di 
for 


sales 


rector of 


the company, will 


have complete 


charge of sales and A. 8. vane 
marketing of Apsco pencil sharpeners and 
He 
associated with the company since 1947. 
this he with 
Research Chi- 


related stationery items. has been 


Previous to was connected 
Nutritional 


cago. 


Laboratories, 


Old Town Ad Manager 

Grover C. Maver 
has been appointed 
advertising man- 
ager of Old Town 
Corp., Brooklyn, N. 
Y. He was previ- 
ously connected in 
the 
with Raygram Corp. 


same capacity 
and has been in the 


advertising busi- 


Seaver G. Mayer ness since 1937, ex- 
cept for four years with the Signal Corps 


from which he was discharged as a ¢ap- 
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tain in 1946. Starting as an artist for | 
the Hap Hadley Commercial Art Studio, 
he has been an art director, assistant pro 
duction manager, free-lance artist and 
general counsel for local agencies, 


CanPro Vice President 


Arnold Firle, 
sales and advertis- 
ing manager, Can- 
vas Products Corp., 
has been named 
vice president and 
assistant general 
manager of the 
company, it was an- 
nounced by P. C. . 
Goodrick, president. Arnold Firle 
Mr. Firle joined 
Canvas Products Corp. in 1980 and by 





1939 won promotion to assistant sales 
manager. In 1941 he took over the full 
charge of sales as general sales manager 
and in 1943 assumed the additional duty 
of advertising manager. Mr. Firle directs 
sales of all divisions of the company 
which manufactures a complete line of 
security mail bags including canvas and 
leather, all leather, folding zipper style 





Rudolph Lang (left), managing director, Na- 
tional Business Show and executive secretary 
of the Office Executives Assn. of N. Y., shows 
Homer B. Harrison the plaque he received 
from the Management Club of New York 
University for outstanding service and 
achievement in office management. 
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“DEALER'S CHOICE” 
BUILDING BUSINESS 


f ary 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
2 tathim! open for exclusive as- 
SALES signment. If interested in 
AGENCY securing an exclusive 
PLAN! and profitable agency, 
write for full information. 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 











HAMANN 


CALCULATING MACHINE 
2118 Land Title Building 
Philadelphia 10, Pa. 


DEALERS WANTED 
WHERE NOT YET REPRESENTED 





and large canvas mail bags. The firm 
also furnishes allied equipment along 
with these lines. He supervises the eom- 
pany’s magazine advertising, merchan- 
dising and direct mail promotion and 
directs the company’s art, copy and mail- 
ing departments. In his new capacity he ' 
will assume additional administrative 
duties. 


Y and E Appointments 


Yawman & Erbe 
Mfg. Co. announced 
that Edward W. 
Murphy has _as- 
sumed the post of 
manager, supplies 
division in one of a 
series of personnel 
changes made to ex- 
pand the company’s 
service to dealers. 
Mr. Murphy’s Edward W. Murphy 
duties in the agency dealer department 
will be taken over by Wayne 8S. Stevens. 
The post of manager, supplies division 
was formerly held by Russell B. Williams 
in a dual capacity along with his duties 
as superintendent of paper production. 
Mr. Williams will now devote his entire 
time and attention to the production of 
supplies as Hugh L. Smith, vice presi- 
dent in charge of sales, declared, ‘‘ Both 
Mr. Williams and Mr. Murphy have more 
than 30 years of experience with our 
supplies line. It will be their aim to 
make the Y and E Supplies Line most 
complete and attractive.’’ 


Ship-Ward News 

Dressed up in a new format for 752, 
‘“‘Your Friendly Ship-Ward News,’’ 
monthly dealer publication of Shipman- 
Ward Mfg. Co., of Chicago, is intro- 
ducing several new features created to 
make the magazine better than ever for 
its information, ideas and assistance to 
typewriter dealers and mechanics. A 
‘*Sound Off’’ page invites dealers to ex- 
press their ideas and opinions on any- 
thing pertaining to the office machine 
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usiness and a ‘‘Sales Sparks’’ column 
rovides promotion tips and suggestions 
or stimulating sales. Steve Kantor, 
shipman-Ward’s manager, dealer sery 
ces, will contribute a regular monthly 
olumn, ‘‘From Our House To Your 
ouse,’’ in which he will answer ques 
ions of dealers, offer advice on technical 
roblems and, in general, supply informa 
ion about all phases of the industry. 
‘Shop-Notes,’’ ‘‘From the  Editor’s 
fortable,’’ “‘*Party lLine,’’ ‘*Jog’s 
Voes’’ and several other popular 
avorites will be retained. The cover 
1as been designed to feature a full-page 
yhoto every month. The January issue 
s devoted to the Red Cross Blood for 
‘reedom program. 


Burroughs N. Y. Manager 
A. Y. Wilson has 


been appointed 

Manager of the 

New York branch 

of the Burroughs 

Adding Machine Co. 

W. E. Morgan, gen- 

eral sales manager, 

announced. He re 

places A. E. Spalt- 

a hoff, who retired 

A. Y. Wilson Jan. 1, after 41 

rears service; with the company. Mr. 

Wilson had been manager of Burroughs’ 

Detroit branch since 1945. He joined the 

company as a junior salesman in Okla- 

homa City in 1924 and became a senior 

salesman the same year. He remained in 

the Oklahoma City branch until 1935 

when he was transferred to the home of- 

fice in Detroit as an assistant typewriter 

sales specialist. He was a member of 

the home office sales department for five 
years. 


Charles Bruning Expands 

Charles Bruning Co., having expanded 
beyond the capacity of their building at 
100 Reade St., New York, have moved 
their accounting, advertising and pur- 
chasing departments and their business 
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Erase a Carton Paper 


KEY TO SALES INCREASE 
Is Secretary 
In Small Office 


She is the girl who does the 
office supply buying. Alert 
NEV-R-KURL carbon pa- 
per dealers have slanted 
their appeals to this secre- 
tary or office manager to in- 
crease their business. 


They sell NEV-R-KURL’s 
features that have a special 
appeal to the buyer who is 
going to use the carbon— 
features such as its plastic 
back, and the fact that it 
won’t smudge, curl, tree or 
wrinkle. 


Customers say NEV-R- 
KURL saves them money by 
making up to 50% more per- 
manent legible copies per 
sheet. If you don’t carry 
NEV-R-KURL, write today 














KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Ap ance— 

urability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 











fn efoto) >) las 


PLATENS 


Remember, buy your 
B. F. Goodrich Platen 
from your local type- 
writer dealer! 


Nationally Distributed by 


SHIPMAN-WARD MFG. CO. 
325 .N. WELLS ST. © CHICAGO, ILL. 


Interchangeable 
Makes rubber 
stamp and 
marking devices in 
minutes. Revolu- 
tionary type 

saves time and 
money by allowing 
rapid changes. 

It locks tightly 
simply by finger 
pressure. One base 
takes all type 
sizes from smallest 
to largest. 


Send for FREE WSs 
sample and 
© descriptive literature. 
WM. A. FORCE 5 


64 White Street. New York 13. N.Y 





DISAPPOINTED? When 
somebody asks, “Did you read that article 
in last month’s issue of The Office?” You 
answer, “No, but I'll get another copy and 
read it.” Then you write and learn the 
issue is sold out. It’s easier to keep the 
last 12 issues in these handy _ binders. 
Order a pair for $3 today (not sold 
singly) from Office Publications Co., 270 
Madison Ave., New York 16. 
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systems division to 125 North St., Teter 
boro, N. J. The phone number there is 
Hasbrouck Heights 8-3600. All 
departments remain in New York. 


other 


Autopoint Promotes Robinson 


Erie Robinson was appointed district 
sales manager for Autopoint Co. at At 
lanta, with territory comprising North 
and South Carolina, Georgia and Florida. 
Mr. Robinson, who fills the vacancy left 
by J. Edward Naud, has handled Auto 
point product sales for the last three 
years and has had ample retail experi 
ence having been buyer for Macauley’s, 
Detroit. His steadily mounting Auto- 
point sales volume led to his promotion. 


Buckeye Promotions 


Walter A. Wipper who for so many 
years was manager in the east for Buck- 
eve Ribbon & Carbon Co., has been ad 
vanced to general sales manager of the 
company with headquarters in Cleveland. 
He succeeds L. B. Prior who has retired 
through illness. K. E. Giesselman, active 
in the carbon and ribbon industry almost 
all his life, is now Buckeve east coast 
division sales manager with headquarters 


in New York. 


National Adding Machines 


Adding machines wall be sold by Na- 
tional Cash Register Co. for the first 
time on a nationwide basis, it 
nounced by Stanley C. Allyn, president. 
Previously NCR branches had been au 
thorized to sell and service adding ma 
chines in only about 55% of the U. S., 
Mr. Allyn pointed out, but as of Jan. 1 
certain 


was anh 


mak 
ing possible new and expanded sales and 
facilities for National adding 
machines in approximately 150 of the 215 


restrictions were removed 
service 


branch offices operated by the company 
in this country. The company, whose 
headquarters are in Dayton, Ohio, has 
been making business machines for over 
67 years and entered the adding machine 
field in 1943 with purchase of Allen- 
Wales Adding Machine Corp., Ithaea, N. 
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¥ 
QUALITY SINCE 1903 


spirit, stencil 
and gelatin * 


duplicators and supplies 
addressers 4 


THE CORPORATION °* Chicago 





EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


119 LAFAYETTE STREET 
NEW YOR 3, N. Y. 
Cables: “ERGIBIAN.’’ Telephone: REctor 2-6580 














“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT, 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
& 
EXPANSION UP TO 
7. INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 











Select Rough — R 


@ Book KeEePinc 

@ CALCULATING 4 

@ ACCOUNTING: ~~ 

@ ADDING ane Bune machines ‘on , sold, 
LE rented ‘Tepaired or re- 


ACME conditioned. Write for 


ADDING MACHINE pe current prices. ¢ 


~ m/ 321 BROADWAY « NEW YORK? W.Y 
. Since 1927 


WO 4-1240° able: Hodgmach 


Saute Tims cid Money With 
The Mes haga 


OUTLOOK ENVELOPES 











**} ESTABLISHED 19$O 2°. 


GLASSINE on CELLULOSE TRANSPARENCY 
A Size and Style for EVERY” PURPOSE 
Write for Samples 
satin The STANDARD 
OUTLOOK ENVELOPE CO. 


1001 . WASHINGTON BLYD., CHICAGO, ILL. 





} sales of 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 














ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Catal 
TTT alieamieeseer 711711) 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS. EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





| timed 
| directors held 


Y. Under the terms of this purchase, 
Allen-Wales dealers could continue dis- 
tribution of the adding machine line, but 


| NCR branch offices could handle it only 


in certain territories. <A 
name of the 


year ago the 
adding machines 
Allen-Wales to 
models were 
Allen-Wales 


as dealers for 


was 
National 
introduced. 
dealers con- 
National machines, 
were and will 
Ithaca. Nationwide 
machines will round out 


changed from 
and improved 
Most 

tinued 
Manufacturing 


be retained in 


former 
facilities 


adding 


| the line of National products, which pre- 


included cash 
accounting machines, 


viously had registers and 
Additional dealers 
will be appointed in cities where there 
are no NCR branch office headquarters. 
All existing National Adding Machine 
dealerships will be continued whether or 
not located in headquarters cities. Service 
on Allen-Wales, as well as National Add- 
ing Machines, will continue from Na- 
tional branch offices and from the au- 
thorized National dealers, Mr. Allyn said. 


Ohlen Joins Monroe 


Carter Ohlen, with a long and sue- 
cessful background of experience in the 
ealculating machine industry in Europe, 
particularly Sweden, has joined Monroe 
Caleulating Machine Co. with present 
headquarters in Orange, N. J. 


NOMDA Florida Show 


The South Florida Oftice Machine 
Dealers Assn. sponsored an office equip- 
ment exhibition at the Bayfront Park 
Auditorium, Miami, Jan. 11-13. It was 
a well attended show with a sizeable 
representation of leading office machine 
manufacturers exhibiting. The winter 
meeting of the board of directors of the 
National Office Machine Dealers Assn. 
at the Hotel MeAlister, Miami, 
to coincide with this show. 

several 
and active energies of nu- 
merous of the leading office machine 
dealers in South Florida resulted in a 
successful exhibition which gave the na- 


was 
The 
business sessions. 


The spirited 
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tional directors of NOMDA a timely 
opportunity to participate. 


WOFI Design Contest 


Wood Office Furniture Institute is of- 
fering $2000 in prizes for the best office 
desk and matching chair designed by stu- 
dents of accredited schools. Rules and 
entry blank can be had from WOFT at 
730 llth St., N. W., Washington 1, D. C. 
Contest closes April 15. 


New York Managers Elect 


The annual dinner of the New York 
Office Managers Assn. again last month 
at the Canadian Club in New York pro- 
vided an instructive and enjoyable meet 
ing through the traditional hospitality of 
John A. Noonan of Kee Lox Mfg. Co. 
New officers were elected, these including 
D. J. Johnston, Pitney Bowes, Inc., presi- 
dent; Harvey Thompson, Diebold, Ine., 
vice-president; Harry C. Anderson, H. 
C. Anderson Mimeograph Corp., secre- 
tary-treasurer. 


NOFA Expects Over 2000 


The National Oftice Furniture Assn. an 
nounced the first two speakers for its 
sixth annual convention and exhibit at 
Haddon Hall Hotel, Atlantie City, April 
23-25. Gov. Theodore R. McKeldin of 
Maryland, will address the annual ban- 
quet and Josh Lee, former Senator from 
Oklahoma and a member of the Civil 
Aeronautics Board, will speak at the Fri- 
day luncheon. John R. Gray, executive 
director, advises making immediate-hotel 
reservations because present registrations 
point to a total of 2200 by April. 


NOMDA Rodeo in Texas 

The National Office Machine Dealers 
Assn. promises plenty of Texas style en- 
tertainment at its annual convention in 
Dallas, June 16-18. A rodeo at a nearby 
ranch will be held on Tuesday evening 
with those in attendance being the 
contestants. Many other features will 
take place in the air-conditioned Baker 
Hotel. 
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A Ritchie Air Cushion 
BELONGS 
Under Every 
Office Machine 


AIR-CHAMBER-»> 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive pneumatic 
type cushion that definitely softens 
the clatter of typewriters — 
and electric) . . . adding machines . . . 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. . . and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 











PIII II III IIIA AAAS ASASAAAAA II 


STORMS 
QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“The Complete Line" 
Dealers... 


Increase your sales. 
fidence. 


Compete with con- 


Sell highest grade merchandise produced 
and guaranteed by a reputable manufacturer 
with a thorough knowledge of DEALER re- 


quirements. 


H. M. STORMS COMPANY serving the 
DEALER TRADE EXCLUSIVELY for more 
than a HALF CENTURY is exceptionally well 
equipped to provide everything required in 
CARBON PAPER, INKED RIBBONS and 
CARBONIZED ROLLS. 


We have complete modern facilities for 
packaging and imprinting under dealers’ 
private brands. 

Investigate our PERSONALIZED service. 
Carbon paper permanently identified with 
your brand name printed directly on each 
sheet of carbon. A sure way to build repeat 
sales. 


Write NOW to Dept. H for details. 


*ecoRDs erennAY 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, N. Y. 


FRI II III IIIA IIIT AAAS AAA KICK 
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and general sales manager. 





Paul Foster Retires 


Paul L. Foster, assistant to the general 
Mittag & Volger, Ine., re- 


after 22 years of continuous 


manager of 
tired Oct. 1 
service with the company. As assistant 
to the general manager, Mr. 
sisted in the recent 
M & V. 
M & V., including assistant sales manager 
In the latter 
capacity, he was in charge of all sales 
activities. 


Foster as- 
reorganization of 
He held various positions with 


Under his supervision were 
home office operations and a nationwide 
with branch offices 


sales organization 


in major cities. 


For Vue-Fax in Detroit 

Methods & Systems Division of Print- 
ing Service Inc., Detroit, has been ap- 
pointed Michigan distributor 
for Vue-Fax Corp., New York, business 


exclusive 


control systems and equipment, according 
to Martin J. Struhar, PSI president. Vue- 
Fax has developed vertical visible record- 
adapt- 


keeping systems and equipment 


Eleventh sales manual of National Stationery 
& Office Equipment Assn. to aid members’ 
sales personnel sell wood desks. 
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IT PAYS... 

to MODERNIZE your 
BURROUGHS 78's & 72’s 
with VON’S SIDE PANELS! 








WE NEED: 

NATIONALS, CLASS 2000 & 

3000 MACHINES-——LATE MODELS. 

FRIDEN, MARCHANT & MONROE 
LAS AND MA7 














VON SOOSTEN & CO. 


804 PINE ST., ST. LOUIS 1, MO. 








J.A.HEINRICH 


DANKERS 
HAMBURG tt 


GERMANY (WesternZone)establ.1905 


ACCESSORIES 


ola@me||Mshiate-Maake(oallal-t 


ADDRESSING. MACHINES 


EQUIPMENT-SURPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 

gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE. . 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 

writers. 


WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept, 17-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 














The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance — by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 


| 226 Colorado Bidg., Washington 5, D. C. 














% ADJUSTO-SWING fits wood or 


metal. Easily attached. 
% Adjustable to proper height 
*% Converts flat top to Steno desks. 
% insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


most desks, 


“Saue Time with 


Kite- Le (ue 





REGAL'S NEW: YORK warehouse 


TYPEWRITERS 
ALL MAKES 












and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
* 


REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 














MANY LETTERS REACH US EVERY DAY 


from our business friends, 


proving that Buromarkt 
ment magazine is internationally recog 
u are interested in the European market 

ned twice a month about al! new 


in " Office Machinery, Office Devices, 


Office neuiies. Office Supplies and the complete 


BUROMARKT Intern 
nt re schina 10.000 jealer 





THE MODERN COPYHOLDER 
RITE-LINE CORP. 1025: 15m Street 


RITE-LINE copyruoitper 
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range of Commercial 


in Rationeile Buro, 






Inf 
1025 - 15th Street, N. W. Box 


Stationery by the news and 


Je journal 


ational Journa! of Office Equip- 
and managers in all 
of Europe with the monthly supplement: 
(The Efficient Office) 

from: Atlantic Service Agency, P.O. 


hing, N. Y. !Ndependence 3-6815. 


rmation 


415, Flu 


Sample copies from: 


VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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The Rochester, N. 
Y., Police Depart- 
ment uses Yawman 
& Erbe executive 
desks as bases for 
their radio transmit- 
ters. Wiring comes 
through flour and 
behind desk drawers 
to panel board. The 
operator's complete 
files are within easy 
reach in the six 
drawers. Quiet 
drawer action aids 
radio transmission. 


able to all phases of business filing pro- 


cedures including 


hand 


machine or 


posted records of unrestricted widths and 


in heights of from 8” to 11”. 





< 
oc 
w 
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w 
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ua 
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Vue-Fax 


US. 


is unique in that it has no fixed cards, 
wire clamps or pockets and has three 


margins of 


4 . FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


visibility: 
nal and vertical. 


horizontal, diago- 


- Wwwidais 


Iwuidad 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


Are You Still Typing the ne A Way ? 


Users of the New Cope: RIGHT 


\ comfortably. 


more and 
typing 


Bee's, 
better ae 
Pays 
for itself quickly. 

Ask: your dealer 
to demonstrate the 
Copy RIGHT Copy- 
holder or write -us 
for details: 


COPY RIGHT MFG. CORPORATION 
53 Park Place (Dept. 1) New York 7, N. Y 


Canadian Agent 


THE OFFICE— 


February, 


UNDERWOOD Ltd. Toronto | 


1952 


STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ili. 








AD VEIRTUSIEIRS ° 





Acco Products, Inc 
Accounting Machine Export Corp.. 


Acme Adding Machine Service & Sales Corp. 


Addo Machine Co. 

Address-O-Rite Stencil & Machine Co. 
Adjusto-Swing Office Machine Stands Co. 
Ajax Time Stamp Co. 

Allen & Co. 

Allen Co., S. W. 

Allen Business Machines Inc., R. C. 
Amberg File & Index Co. 

American Carbon Paper Corp. 
American Photocopy Equipment Co, 
American Writing Paper Corp. 

Ames Supply Co. 

Asco inderactionel, Ltd. 

Autocopy, Inc. 


Barrett Adding Machine Division 
Basten, Peter 

Battye-Franklin Corp 

Bircher Co 

Boorum & Pease Co. 

Burroughs Adding Machine Co. 
Business Archives Center, Inc. 


Calculator Eouipment Corp. 
Carter's Ink Co. 

Chart-Pak, Inc. 

Clar-O-Type Co 

Cole Steel Equipment Co 

Codo Mfg. Corp. 

Columbia Chemical Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Consolidated Business Systems, Inc. 
Convoy, Inc : 
Copy Right Mfg. Corp. 
Cotterman, |. 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co 
Cushman & Denison Mfg. Co. 


Dankers, J. A. Heinrich 
Dehn, Jr., |. A. 
Dewberry Engraving Co. 
Dick Co., A. B 

Ditto, Inc 

Duplicator Corp 

Duro Consolidated inc 


Ennis Tag & Salesbook Co 
Esleeck Mfg. Co 

Evans Specialty Co 
Executone, Inc 

E-Z Sort Systems, Ltd 


Faber-Castel| Pencil Co. A. W 
Faber Pencil Co., Eberhard 
Fabbrica Addizionatrice Italiana 
Facit, Inc. 

Federal Business Products, Inc. 
Federal Cash Register Co 

Felt & Tarrant Mfg. Co 

Ferris Business om ee Inc 
Force & Co.. Wm 

Fox & Co., Geo e 
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Gibian, Richard 
Gilbert Paper Co. 
Gonco Mfg. Co. 
Gray Mfg. Co. 


Hamann Calculating Machine Co. 
Hammermill Paper Co. 

Hano Co., Philip 

Hart Mfg. Co. 

Heyer Corp. .. 

Huff Sales Co. 

Hunt Pen Co., C. Howard 
Hush-A-Phone Corp. ey ; 
Hygrade Printing & Stationery Co. .. 


Imex Sales Organization 

Imperial Desk Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. | ; 
International Cash Register Parts Co. 
Invincible Metal Furniture Co. 


Karl Mfg. Co 
Kellogg Switchboard & Supply Co. 
Kline Co., W. R. 


Lafayette Co. 
Lanston Monotype Machine Co. 


Mailers Equipment Co. 
Manifold Supplies Co. 
Marchant Calculating Machine Co. 
Marr Duplicator Co. 

Martin Advertising Agency 
Master Addresser Co. 
McGregor & Werner, Inc. 
Mercury Printing Co. 
Minnesota Mining & Mfg. Co. 
Mittag & Volger, Inc. 
Monarch Metal Products Inc. 
Morris Co., Bert M. 


National Business Publications, Inc. 
National Cash Register Co. 
National Office Furniture Assn. ... 
National Office Management Assn. 
New England Paper Punch Co 
Norta Distributing Co. 


Odhner Sales, Inc. . 
Office Management Assn. of ‘Chicago 
Office Publications Co. 

Office Products, Inc. 

Old Town Corp. : 

Olivetti Corp. of America 

Outlook Envelope Co. 


Palson mys Co. 
Paraliner Co. 

Parsons Paper Co. : ; 
Peerless Imperial Co. ; ; : > 
Permoflux Corp. . : : ; se ae 
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STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils .. 
Capacity 100 stencils 
TECHNYGRAPH co., Techny, i. 


Phillips Process Co. 

Precisa Distributors Inc. 
Pres-To-Line Corp. of America . 
Print-O-Matic Co. 

Pronto File Corp. 


Queen Ribbon & Carbon Co. 


Rapid Roller Co. 
Regal Typewriter Co. . 
Remington Rand, Inc. 

(Business Machines & Supplies Div.) 
Remington Rand, Inc. 

(Management ‘Controls Div.) 
Replica Products Corp. 
Rex-Rotary Distributing Gem. 
Rising Paper Co. 
Ritchie Co., W. H 
Rite-Line Corp. 
Robert Numbering Machine Co. 
Roberts Rubber Go., Weldon 
Robotyper Corp. ; : 
Rockwell-Barnes Co. 
Royal Typewriter Co. 


Safeguard Corp. 
Select-O-Phone Division 
Sheppard Co. 

Sheppard Envelope Co. 
Shipman-Ward Mfg. Co. 
Shredmaster Corp. 

S-K Forms Co. a. 
Smead Mfg. Co. 
Smith Co., Charles C. 


Smith & Corona Typewriters Inc., L. C....Cover Il 
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ACCOUNTING, 
BILLING, 
b BOOKKEEPING 
ee AAS 
= MACHINES 


a Oo 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13.N. Y. 


SoundScriber Corp. 

Standard Duplicating Machines ‘Corp. 
Staplex Co. 

Star Loose Leaf Co. 

Storms Co., H. M. 

Stohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


Tallman Robbins & Co. 

Tauber Plastics, Inc. 

Technygraph Co. 

Thomas Mechanical Collator Corp. 
Todd Co. 

Triometric, Inc. 

Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Uarco, Inc. 
Underwood Corp. 


Vanguard Engineering & Mfg. Co. 
Vari-Typer, The 

Victor Adding Machine Co. 

Von Soosten & Co. 

Vue-Fax Corp. 


Wassell Organization 
Webster Co., F. S. 


Weston Co., Byron 
Wheeler Insulated Wire Co. 


Yawman & Erbe Mfg. Co. 














7a WE 
See it” | 


| eee — v - , <i 


Let’s Tell Them 


N the January issue of THe OF- 

FICE, an effort was made to 

demonstrate the importance otf 

office work to our country’s de- 
fense and many complimentary let- 
ters were received from readers who 
liked last month’s issue. We won- 
der, though, whether or not the 
importance of office work has ever 
been fully expounded. The world’s 
history indicates that as civilization 
advances, the importance of office 
work expands. Paperwork increases 
too, although all office work is not 
eoneerned with paper alone, because 
office work includes such things as 
communication and computing and 
it is being realized that the less pa- 
per used on a job, the simpler and 
faster the job may be done. Modern 
office clerical 
or paperwork phase except in in- 
stances where a piece of paper it- 


work transeends the 


self represents simplification as for 


example on a stock or commodity 


exchange where figures on paper 
pass in lieu of gigantie tangibles. 


If the lesson of history is correct, 


170 


the importance of office work will 
our civilization pro- 
Present-day events prove 
this. Consider that all the progress 
in modern and industry 
would have been impossible without 
office work: computing, recording, 
communicating. No longer need the 
inventor spend tedious days in the 
laboratory or workshop experiment- | 
ing with materials. The modern in- — 
ventor can translate his ideas into 
figures and specifications to be proe- 
essed on an office machine and much 
more quickly learn which idea is 
the right one—saving time, mate- 
rials and, in many human 
lives. 


inerease as 


gresses. 


science 


*ases, 


To you who read this, the office in 
one way or another is your life’s 
work. Do you realize the significance 
of office work in our civilization? 
Can you put your thoughts into 
words? Can you describe the im- | 
portance of office work in, say, 50 
words or less? It won’t be easy but 
we believe the thought you can give 
this little problem will help raise 
your morale for your own job. Mail 
us your deseription of the impor- 
tance of office work—50 words or less 

and the best deseription received 
by Mareh 10 will be published in 
Tue OFrFice and its author will be 
sent a check for $50. There are no 
strings to this; everyone is eligible 
except our own employees. 


No one in this land could ever get 
here—live here—or leave here, with- 
out office work. Yet how often some 
people forget it. Well, let’s tell them 
how important office work really is. 
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ONE NUT: 12.226 PAPER FOI 


Before a common nut can be mined and fabricated, 12,22] 

ented forms must be made out. Analysts say the average ~ 
usiness a a third of its time in paperwork. Yet, becag 
aperwork is taken for granted, businessmen usually look” 


or savings out in the plant—whereas paperwork offers 
gold mine of opportunity to speed and save. 


DITTO. simpuries PAPER WOl 


Paperwork can be a “necessary evil” or with DITTO 
One-Writing Systems it can straighten out pay and productid 


anticipate material needs, shorten routines, release employe®: 
for productive work, cut out error and delay. DITTO 
directs, controls, coordinates and expedites all operations. 7 


AMERICAN INDUSTRY DEPENDS ON” 


DITTO 


ONE-WRITING SYSTEMS ! 


In these days of defense pressure and heavy 
paperwork, large companies and small 
declare that their DITTO systems, 

machines and supplies are more than 

ever essential for their peak efficiency. 
Today’s greatest economies and 
betterments are to be found in paperwork. 


Ask for specific data showing how the 
DITTO Payroll, Production, Order- 
Billing, Purchasing and other systems 
streamline your fe Sg age and bring 
benefits all down the line. No obligation. 


DITTO, Incorporated 


2219 West Harrison Street, Chicago 12, Illinois 





The Underwood 
Sundstrand 
Model “E” 
Accounting 


This machine has a 


MECHANICAL BRAI 





... no wonder it turns out so much work in so little time! 


Here’s a mechanical marvel in saving 
time, money, effort. 


An office “genius” that can help solve 
the “‘girl-power” shortage. 

It’s the all-new ... all-purpose... 
*Jow-cost Underwood Sundstrand Model 
“E” Accounting Machine! 


The Model “E”’ is amazingly flexible. 
With it, you can post a variety of rec- 
ords ...and do all kinds of miscellaneous 
adding-figuring work. 

A Mechanical Brain—the control plate 
that directs automatic operations—speeds 
the work, minimizes errors. 


And don’t forget the accurate, fast, 
touch-operated Sundstrand 10-key key- 
board. So easy to operate! 


In short, the Underwood Sundstrand’ 
Model “E” is a marvel! 


But seeing’s believing! Get in touch 
with your Underwood Representative for 
a demonstration today. 


*Price starts at $1483 plus taxes. 
Subject to change without notice. 


etm 


Underwood Corporation 


Accounting Machines... Adding Machines... 
Typewriters...Carbon Paper... Ribbons 


One Park Avenue New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 





